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PREFACE
The Administration for Children and Families (ACF) developed this Child Support Enforcement Systems Requirement Guide to support States in the development of comprehensive, statewide automated Child Support Enforcement systems.  Comments were requested and received from States and Federal staff and were incorporated, wherever possible, in this guide.

ACF welcomes comments and suggestions from those using this guide.  Comments may be sent to:

Department of Health and Human Services

Administration for Children and Families

Office of Child Support Enforcement

Associate Commissioner, Automation and Special Projects

370 L'Enfant Promenade, S.W.

Washington, DC  20447-0001 

or via E-mail at:   csefdbk@acf.dhhs.gov
OCSE AT-99-XX issued on December 1, 1999 updated the PRWORA Certification Guide and provided replacement pages for :

Pages 29 & 30

Pages 39 & 40

Pages 41 & 42

Pages 49 & 50

Pages 51 & 52

Pages 57 & 58

Pages 59 & 60

Pages 63 & 64

Pages 65 & 66

Appendix A was replaced in its entirety.

New Appendix B

New Appendix C
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CHAPTER I:   INTRODUCTION

A.
BACKGROUND AND OBJECTIVES

The Department of Health and Human Services' (DHHS) Administration for Children and Families (ACF) provides national leadership and direction in planning, managing, and coordinating the nationwide administration and financing of a broad range of comprehensive and supportive programs for children and families including Child Support Enforcement.

State and local agencies in large part carry out the Child Support Enforcement program.  ACF retains the responsibility to monitor and evaluate programs to ensure that they are being operated as intended by law and regulation and that the expenditure of Federal funds is made in accordance with Federal regulation.  

Since 1981, ACF has supported the development of automated information systems for Child Support Enforcement programs by providing enhanced (up to 90%) Federal financial participation (EFFP).  This support provides States with the financial resources to develop and acquire cost effective automated systems, which meet the requirements of law.  Despite the availability of EFFP, State development and implementation of compliant Child Support Enforcement systems has been slow.  

To stimulate development, Congress passed the “Family Support Act of 1988” (“FSA88”; Public Law (P.L.) 100-485, enacted October 13, 1988) mandating the implementation of automated Child Support Enforcement systems in every State; requiring that such systems be fully operational not later than October 1, 1995; and rescinding EFFP for Child Support Enforcement systems development and equipment costs effective September 30, 1995.  P.L. 104-35 (enacted October 12, 1995) extended to October 1, 1997 the deadline for implementing the automation requirements of FSA88.  This statute did not extend the availability of EFFP.

The "Personal Responsibility and Work Opportunity Reconciliation Act of 1996" ("PRWORA;" P.L. 104-193), enacted August 22, 1996, reinstated Federal financial participation (FFP) at the 90 percent rate, with limits, retroactive to October 1, 1995 and through September 30, 1997 to enable States to complete the development and implementation of a CSES that meets the requirements of FSA88.  PRWORA also provided FFP at an enhanced rate of 80 percent (capped at $400 million Federal share) for system development and implementation costs related to Automated Data Processing (ADP) requirements of FSA88 as well as the system requirements specified in PRWORA.
This Guide addresses the requirements associated with Federal certification of comprehensive, automated, statewide Child Support Enforcement systems.  This Guide for States has been prepared to:

· Support the States in implementing compliant, operational systems;

· Apply the same criteria equally to all States;

· Set forth all functional requirements which the Child Support Enforcement systems must execute in statewide processing;

· Ensure that these functions are being performed effectively and efficiently to assure accurate and uniform application of policy; and

· Ensure that Federal reviews are conducted in a consistent manner and are well documented and substantiated.

B.
AUTHORITY

The origin of the programs overseen and financed by DHHS/ACF is the Social Security Act.  Included under ACF's scope of review authority is Title IV-D, Child Support Enforcement.

Public Law (P.L.) 96-265 provided for EFFP in the establishment and implementation of comprehensive, automated, statewide management information systems supporting the Child Support Enforcement (CSE) program.  The Child Support Enforcement Amendments of 1984 (P.L. 98-378) extended to States enhanced Federal funding for wage withholding activities and hardware.

P.L. 100-485 mandates the automation of all program requirements under Title IV-D and provides that enhanced funding for automated systems -- both systems development and equipment -- ends on September 30, 1995.  P.L. 104-35 (enacted October 12, 1995) extended to October 1, 1997 the deadline for implementing the automation requirements of FSA88.  This statute did not extend the availability of EFFP.

P.L. 104-193, The "Personal Responsibility and Work Opportunity Reconciliation Act of 1996" (PRWORA), enacted August 22, 1996, reinstated FFP at the 90 percent rate, with limits, retroactive to October 1, 1995 and through September 30, 1997 to enable States to complete the development and implementation of a CSES that meets the requirements of FSA88.  PRWORA also provided funding at an enhanced rate of 80 percent (capped at $400 million Federal share) for system development and implementation costs related to ADP requirements of FSA88 as well as the system requirements specified in PRWORA.

Authority for the requirements described in this document is codified in the United States Code as:  42 USC 651 through 669B

In addition, specific parts of the Code of Federal Regulations (CFR) apply, in particular:

45 CFR Part 74, Subpart D:  Establishes retention requirements and access rights for programmatic, financial, statistical, and other types of records pertinent to grants.

45 CFR Part 74, Appendix G:  Sets requirements for contracting which ensure fair and equitable practices and procedures with contractors and consultants.

45 CFR Part 95, Subpart A:  Sets a two-year limit for States to claim Federal financial participation (FFP) in expenditures under State Plans approved for certain titles of the Social Security Act.

45 CFR Part 95, Subpart E:  Establishes requirements for preparation, submission, approval of -- and adherence to -- State cost allocation plans for public assistance programs.  

45 CFR Part 95, Subpart F:  Specifies the conditions for FFP in the cost of acquiring (as previously approved by ACF) data processing equipment and services under an approved State Plan; sets forth the approval and reporting processes of the Advance Planning Document (APD) and Advance Planning Document Updates (APDU); provides an exemption to the capitalization and depreciation provisions of Subpart G for automated data processing (ADP) equipment; requires access by ACF to all aspects of State systems; and sets States' responsibilities for ADP security.  Authorizes the Department to conduct "periodic on-site surveys and reviews of State and local agency ADP methods and practices" (§95.621).

45 CFR Part 95, Subpart G:  Prescribes requirements concerning the computation of claims for FFP in the cost of equipment under public assistance programs and identifies requirements for the management and disposition of equipment.  Applies to equipment purchased by State agencies and equipment purchased under service agreements with other State agencies and under cost-type contracts.

45 CFR Part 205:  Provides guidance (§205.35 -  §205.38) for the development of Family Assistance Management Information Systems (FAMIS) for Aid to Families with Dependent Children.  

45 CFR Parts 300 to 305:  Set forth operational procedures, reporting requirements, and standards for audit for the Title IV-D program.

45 CFR Part 307:  Sets forth the requirements for the acquisition and operation of comprehensive, statewide Child Support Enforcement (CSE) systems.  Includes the programmatic conditions and functional requirements required for States to qualify for funding of systems acquisitions.  Sets forth ACF's oversight responsibilities.

In addition to the statute, regulations, and this document, the following guidelines apply: 

· Action Transmittals issued by ACF which apply to the Title IV-D program;
· DHHS’s State Systems APD Guide; and
· ACF's Feasibility, Alternatives, and Cost‑Benefit Analysis Guide.

C.
AUDIENCE

This Guide is for use by State and Federal staff to ensure that CSE information systems are designed, developed and operated in a manner that meets all Title IV‑D requirements in accordance with the Family Support Act of 1988. 
D.
USING THIS GUIDE
State personnel and their consultants and contractors working on systems subject to certification should use this Guide throughout the life cycle of the systems development effort.  It should be reviewed and incorporated where appropriate in the State's functional system requirements and system design documents.  

In addition to an introductory chapter, the Guide is organized into two chapters, which encompass general requirements and eight mandatory functional areas with their related system requirements.  The functional areas are: 

· Objective A - Case Initiation

· Objective B - Locate

· Objective C - Establishment

· Objective D - Enforcement

· Objective E - Case Management

· Objective F - Financial Management

· Objective G - Reporting

· Objective H - Security and Privacy

Related program and system regulations, system requirements, and recommended data elements are included for each functional area.

CHAPTER II:   GENERAL REQUIREMENTS

A.
DEFINITIONS

In order to be certified a State's automated Child Support Enforcement (CSE) system must be comprehensive, operate statewide, and meet the standards of efficiency and effectiveness and the principles of an integrated system as set forth below.

A comprehensive system performs all functional requirements within legislated timeframes specified in Federal CSE regulations and guidelines.  Additionally, a comprehensive system electronically interfaces with other agencies' and organizations' systems -- Federal, State, and private -- to improve program management and operations.

A statewide system effectively and efficiently encompasses all political subdivisions and other organizations which provide child support enforcement related services.
To be considered an operational system by ACF:

· The system must contain, with respect to each open case in the Title IV‑D program, all data necessary to manage the case and must be able to meet Federal reporting requirements.  Data necessary to manage the case means data the State has defined in its regulations, policies and procedures as necessary for the particular function within the processing cycle (e.g., case initiation, locate, distribution, etc.).

· The system must contain, with respect to certification requirements, the data necessary to meet all processing requirements.  States may exercise discretion regarding individual data elements as long as all processing requirements are met.

· The system must contain all data, for the period prior to conversion of a case, necessary to manage the case, currently and prospectively, including data necessary to process or take action on a case and the date of the most recent action that triggered the next appropriate program standards timeframe.  Such historical data, including data necessary to meet Federal reporting requirements, may be converted to the system or otherwise maintained.  However, readily available data should be converted in order to avoid duplicative efforts in maintaining multiple recordkeeping systems.  Title IV‑D cases closed prior to or during conversion should be retained in a form (e.g., magnetic tape, microfiche, paper files, etc.) that is easily accessible.

· The system must contain, for the period subsequent to conversion of a case, data necessary to manage the case, as defined earlier, and all data necessary to meet Federal reporting requirements.
To be considered an efficient and effective system by ACF:

· The system must improve program management and administration;

· The system's design must be integrated and appropriately apply computer technology;

· The system's design must not require duplicative application software development or application software maintenance;

· Costs must be reasonable, appropriate, and beneficial.
To be considered an integrated system by ACF, certain principles apply.
· The IV-D agency, through the statewide, comprehensive system, has the ability to control, account for, and monitor all factors in support collection and paternity determination processes.
· The system represents the sole system effort for administration of the IV-D program within the State.

· There is no duplicative application software; that is, the same functions are not performed by different software modules.1
· There is one single application software development and maintenance effort and organization.1
· There is no duplicative data entry.  Common data elements contained in more than one component are only entered once and updates to common data elements are automatically made in all components; that is, the data in all components are electronically synchronized.

· All system components are electronically linked and the linkage is transparent to users.
B.
TERMINOLOGY

Throughout the Guide, certain terms are used to describe the degree of automation expected from the system.  To ensure that all parties consistently interpret these terms, the following expanded definitions are provided:

· Automated Generation of Documents.  The system must be programmed to recognize situations requiring certain documents or notices and then generate the document without caseworker intervention.

· Case History.  A recorded history, in chronological order, of all activities pertaining to a case.  All transactions entered to the system are automatically recorded in the case history file.

· System Initiated Actions.  To the extent possible, the system must take the next appropriate case action without caseworker intervention.  If a caseworker decision is needed, options are automatically presented to the caseworker and a timeline for taking action is established.

· Caseworker Edits.  The system must not accept caseworker edits to system initiated actions and the State must establish time limits for editing records of manually initiated actions, not to exceed one workday.

· Electronic Data Interchange.  Data is exchanged through an electronic forum, either on-line or by batch processing, and the resultant data is available on-line to all appropriate parties.

· System Modification.  The system must be programmed in a manner that provides for modification with a minimal amount of effort.

· Recommended Data Elements.  Recommended data elements identify needed information and should not be considered naming conventions or required.  States may opt for differing approaches to data collection as long as the underlying processing requirements and program standards are met.  An asterisk (*) is used to identify data elements that apply to more than one requirement. 
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CHAPTER III:   CSE SYSTEM REQUIREMENTS

A.
CASE INITIATION

A-1

OBJECTIVE:  The system must accept, maintain, and process information for non-IV-A services.


Related Program Statutes and Regulations:

42 USC 654 (4), (5)(B) &(6)(B)


42 USC 654A (e)

45 CFR 303.2(a)(2) & (3), (b)


45 CFR 307.10(b)(14)

System Certification Requirements:

a.
Upon receipt of a signed application for non-IV-A services, the system must maintain the following information:



1.
The date the application was requested;



2.
The date the application and program information describing services and fees, rights and responsibilities, and cost recovery and distribution policies was sent to the applicant and 


3.
The date the signed application and fee were received.

Note:
The date an application is requested and the date the application and program information is provided must be maintained in an auditable manner, e.g., a manual log. This information need not be maintained on the system prior to receipt of the application. 

b.
Within 20 calendar days of receipt of a signed application for non-IV-A services, the system must: 



1.
Establish a case record;



2.
Refer the case to the appropriate processing unit (e.g., locate or paternity establishment); and



3.
Notify the caseworker of the case.


Recommended Data Elements:




*
Amount of Fee



Date Application Provided



Date Application Received by IV-D Agency



Date Application Requested


*
Date Case Established



Date Fee Received



*
Date Program Information Provided


*
Date Referred to Initial Processing Function


*
IV-D Case Number


*
IV-D Participant Number


*
Type of Fee


Waiver of Fee Indicator
A-2

OBJECTIVE:  The system must automatically accept and process referrals from the State’s Title IV-A (TANF) agency.

Related Program Statutes and Regulations:


42 USC 654 (5)(A)


42 USC 654A (e)

45 CFR 303.2(a)(2) & (3)


45 CFR 307.10(b)(9) & (14)

System Certification Requirements:
a.
The system must automatically accept automated referrals from the IV-A agency.

Alternative:  If an automated interface is not available, procedures must be established and used to ensure the transmittal of case information from IV-A to IV-D within two working days of furnishing aid or determining eligibility; however, if the IV-A system is FAMIS certified, an automated interface with the IV-D system must be established.

b.
The system must automatically record, in the automated case record, the date the referral was received.


c.
Program information describing services and fees, rights and responsibilities, and cost recovery and distribution policies must be provided to IV-A recipients; and the date the information was provided recorded in the comprehensive, chronological case history.


d.
The system must accept and process the following referral information:



Custodial Parent:



1.
Name,



2.
Address,



3.
Social Security Number,



4.
IV-A case identification number,



5.
IV-A case status (open, closed, suspended),



6.
IV-A grant amount and approval date,



7.
If the IV-A agency is responsible for good cause, information on good cause (include whether a claim or final determination of good cause for non-cooperation was made),



8.
Information on assignment of rights, and



9.
Employer name and address.


Non-Custodial Parent:


1.
Name,



2.
Social Security Number,



3.
Date of birth,



4.
Last known address, and



5.
Last known employer name and address.


Child(ren):




1.
Name,



2.
Date of birth,



3.
Social Security Number,



4.
Paternity established (Yes/No), and



5.
If the child is covered by the non-custodial parent's health/medical insurance, the name of the carrier and the policy number.


Support Order:


1.
Court/Administrative order number,



2.
Date support amount established,



3.
Amount of support ordered,



4.
Payment frequency (monthly, weekly),



5.
How payments are made: through court/SDU/IV-D agency, directly to recipient (if directly to recipient, whether money is retained by recipient or turned over to court/SDU/IV-D agency),



6.
Date and amount of last payment/collection,



7.
Amount of arrearage, and



8.
Payment due date.

e.
Within 20 calendar days of receipt of a referral, the system must:



1.
Establish a case record;



2.
Refer the case to the appropriate processing unit (e.g., locate or paternity establishment); and



3.
Notify the caseworker of the case.


Recommended Data Elements:




Amount of IV-A Grant


*
Amount of Arrearage


*
Amount of Last Payment/Collection


*
Amount of Support Ordered


*
Assignment of Rights (Yes/No)


*
Case Status Indicator


*
Child Date of Birth


*
Child Name


*
Child SSN


*
Court/Administrative Order Number


*
Custodial Parent Employer Address


*
Custodial Parent Employer Name


*
Custodial Parent Home Address


*
Custodial Parent Mailing Address


*
Custodial Parent Name


*
Custodial Parent SSN



Date IV-A Grant Approved


*
Date of Last Payment/Collection


*
Date Payment Due


*
Date Program Information Provided


*
Date Referral Received


*
Date Referred to Initial Processing Function



*
Date Support Amount Established 

*
Family Violence Indicator 

*
Good Cause/Non-Cooperation Code


*
IV-A Case Number


*
IV-D Case Number


*
IV-D Participant Number


*
Medical Coverage Indicator (Yes/No)


*
Non-Custodial Parent Date of Birth


*
Non-Custodial Parent Employer


*
Non-Custodial Parent Employer Address



Non-Custodial Parent Health/Medical Insurance (Yes/No)


*
Non-Custodial Parent Home Address


*
Non-Custodial Parent Medical Insurance Carrier


*
Non-Custodial Parent Medical Insurance Policy Number


*
Non-Custodial Parent Name


*
Non-Custodial Parent SSN


*
Paternity Established (Yes/No)


*
Payment Frequency


*
Payment Made To


*
Type of Support Ordered
A-3

OBJECTIVE:  The system must automatically accept and process referrals from the State's Title IV-E (Foster Care) agency.


Related Program Statutes and Regulations:

42 USC 654 (4)(A)(i)(II)


42 USC 654A (e)


45 CFR 303.2(a)(2) & (b)


45 CFR 307.10(b)(14)


System Certification Requirements:

a.
The system must automatically accept and process automated referrals from the IV-E agency if the State IV-E system is automated.


Alternative:
  If the Title IV-E agency is not automated, procedures must be established to ensure timely transmittal of information from the IV-E agency.

b.
The system must automatically record, in the automated case record, the date the referral is received.


c.
The system must be able to link two non-custodial parents to a child(ren) in the custody of the IV-E agency.


d.
The system must accept and process the following information:



Foster Care Agency/Child Custodian:


1.
IV-E case identification number,



2.
IV-E case status (open, closed, suspended),



3.
IV-E approval date,



4.
IV-E payment amount,



5.
If the IV-E agency is responsible for good cause, information on good cause (including whether a claim or final determination of good cause for non-cooperation has been made), and


6.
Information on assignment of rights.



Non-Custodial Parent(s):


1.
Names,



2.
Social Security Numbers,



3.
Dates of birth,



4.
Last known addresses, and



5.
Last known employer names and addresses.



Child(ren):


1.
Name,



2.
Date of birth,



3.
Social Security Number,



4.
Paternity established (Yes/No), and



5.
If the child is covered by the non-custodial parents' health/medical insurance, the name of the carriers and the policy numbers.



Support Order:


1.
Court/Administrative order number,



2.
Date support amount was established,



3.
Amount of support ordered,



4.
Payment frequency (monthly, weekly),



5.
How payments are made: through court/SDU/IV-D agency or directly to the Foster Care agency, 



6.
Date and amount of last payment/collection,

7. Amount of arrearage, and
8. Payment due date.

e.
Within 20 calendar days of receipt of the referral, the system must:



1.
Establish a case record;



2.
Refer the case to the appropriate processing unit; and



3.
Notify the caseworker of the case.


Recommended Data Elements:

*
Amount of Arrearage


*
Amount of IV-E Payment


*
Amount of Last Payment/Collection


*
Amount of Support Ordered


*
Assignment of Rights (Yes/No)


*
Case Status Indicator


*
Child Address


*
Child Covered by Insurance (Yes/No)


*
Child Date of Birth


*
Child Name


*
Child SSN


*
Court/Administrative Order Number


*
Date Case Established



Date of IV-E Approval


*
Date of Last Payment/Collection


*
Date Payment Due


*
Date Program Information Provided


*
Date Referral Received


*
Date Referred to Initial Processing Function


*
Date Support Amount Established 


*
Good Cause/Non-Cooperation Code



IV-E Agency Address




IV-E Agency Name


*
IV-E Case Number


*
Medical Coverage Indicator (Yes/No)


*
Non-Custodial Parent(s) Home Address


*
Non-Custodial Parent(s) Last Known Employer Address 


*
Non-Custodial Parent(s) Last Known Employer Name 



Non-Custodial Parent(s) Mailing Address


*
Non-Custodial Parent(s) Medical Insurance (Yes/No)


*
Non-Custodial Parent(s) Medical Insurance Policy Number


*
Non-Custodial Parent(s) Medical Insurance Carrier


*
Non-Custodial Parent(s) Name


*
Non-Custodial Parent(s) SSN


*
Non-Custodial Parent(s) Date of Birth


*
Paternity Established (Yes/No)


*
Payment Frequency


*
Payment Made to


*
Type of Support Ordered

A-4

OBJECTIVE:  The system must automatically accept appropriate referrals from the State's Title XIX (Medicaid) agency.


Related Program Statutes and Regulations:

42 USC 654 (4)(A)(i)(III)


42 USC 654A (e)


45 CFR 303.2(a)(2) & (b)


45 CFR 307.10(b)(13) & (14)


System Certification Requirements:

a.
The system must automatically accept and process automated case referrals from the State Title XIX agency for non-IV-A Title XIX cases if the State Title XIX system is automated.


Alternative:  If the State Title XIX agency is not automated, procedures must be established to ensure timely transmittal of information from the Title XIX agency.


Note:  The system must ensure that all referrals meet the definition of a Title IV-D case.

b.
The system must automatically record, in the automated case record, the date the referral is received.


c.
Program information describing services and fees, rights and responsibilities, and cost recovery distribution policies must be provided to Title XIX recipients and the date the information was provided recorded in the comprehensive, chronological case history.


d.
The system must accept and process the following referral information:



Custodial Parent:


1.
Name,



2.
Address,



3.
Social Security Number,



4.
XIX case identification number,



5.
XIX case status (open, closed, suspended),



6.
XIX approval date,


7.
If the XIX agency is responsible for good cause, information on good cause (including whether a claim or final determination of good cause for non-cooperation has been made),



8.
Information on assignment of rights, and



9.
Employer name and address.



Non-Custodial Parent:


1.
Name,



2.
Social Security Number,



3.
Date of birth,



4.
Last known address, and



5.
Last known employer name and address.



Child(ren):


1.
Name,



2.
Date of birth,



3.
Social Security Number,



4.
Address, unless the same as the custodial parent,



5.
Paternity established (Yes/No), and



6.
If the child is covered by the non-custodial parent's health/medical insurance, the name of the carrier and the policy number.



Support Order:


1.
Court/Administrative order number,



2.
Date medical support established,



3.
Amount and type of support ordered (insurance or dollar amount),



4.
Amount of Arrearage (i.e., Medical payments made on behalf of the child prior to the support order),


5.
Payment frequency (monthly, weekly),



6.
Date and amount of last payment/collection, and



7.
How payments are made.


e.
Within 20 calendar days of the receipt of a referral, the system must:



1.
Establish a case record;



2.
Refer the case to the appropriate processing unit (e.g., locate or paternity establishment); and



3.
Notify the caseworker of the case.


Recommended Data Elements:
*
Amount of Arrearage

*
Amount of Support Ordered

*
Amount of Title XIX Payment

*
Amount of Last Payment/Collection

*
Case Status Indicator

*
Child Date of Birth

*
Child Home Address

*
Child Name

*
Child SSN

*
Court/Administrative Order Number

*
Custodial Parent Name

*
Custodial Parent SSN

*
Custodial Parent Mailing Address

*
Custodial Parent Home Address

*
Custodial Parent Employer Name

*
Custodial Parent Employer Address

*
Date Case Established

*
Date of Last Payment/Collection

*
Date Program Information Provided


*
Date Referral Received

*
Date Referred to Initial Processing Function

*
Date Support Amount Established


Date Title XIX Approved

*
Title XIX Case Number

*
Non-Custodial Parent Mailing Address

*
Non-Custodial Parent Home Address

*
Non-Custodial Parent Medical Insurance Policy Number

*
Non-Custodial Parent SSN

*
Non-Custodial Parent Name

*
Non-Custodial Parent Employer Address

*
Non-Custodial Parent Date of Birth

*
Non-Custodial Parent Medical Insurance Carrier

*
Non-Custodial Parent Employer Name

*
Non-Custodial Parent Medical Insurance (Yes/No)

*
Paternity Established (Yes/No)

*
Payment Frequency 

A-5

OBJECTIVE:  The system must automatically accept and process interstate referrals.


Related Program Statutes and Regulations:

42 USC 654 (6)(A)


45 CFR 303.7(a)(1)


45 CFR 307.10(b)(14)


System Certification Requirements:

a.
The system must receive information related to interstate referrals through the Child Support Enforcement Network (CSENet) using CSENet Standard Transactions.  Interstate transactions must be automatically generated by the system and transmitted through CSENet.  In the case of interstate forms requiring notarized signatures or raised seal, the system should, where appropriate, extract data from the automated system and generate the interstate form.

Note:
A "quick locate" request is not considered an interstate referral.

b.
Within 10 working days of the receipt of an incoming interstate case, the system must:



1.
Notify the caseworker to take required action to verify the completeness of the received documentation; and



2.
Generate a response to the initiating IV-D agency through CSENet:




(a)
Acknowledging receipt of the case, and




(b)
Providing information on where the case was sent for action.


c.
If an incoming interstate case is received with inadequate documentation, the system must automatically or, if necessary, through caseworker intervention:



1.
Forward the case to the appropriate function for any action that can be taken;



2.
Solicit additional or corrected information from the initiating State through CSENet; and



3.
Notify the caseworker to initiate follow-up action if no response is received within a reasonable amount of time.


d.
The automated case record must contain data elements to identify a case as interstate and to identify the initiating State.


e.
All activities of the State's central registry must be integrated and supported by the automated statewide system.

Recommended Data Elements:




*
Action Code


*
Action Reason


*
Action Resolution Date


*
Amount of Arrearage Payment Ordered


*
Amount of Arrearage Ordered


*
Amount of Arrearage


*
Amount of Collection/Payment


*
Arrearage Payment Frequency


*
Attach to be Sent Indicator


*
Case Contact Address


*
Case Contact Person


*
Case Contact Telephone


*
Case Status Indicator


*
Case Type (new code for non-IV-D)


*
Caretaker if not parent (data elements identical to CP & NCP)



Continuing and Exclusive Jurisdiction State 


*
Case Type


*
Court/Administrative Order Filing Date


*
Court/Administrative Order FIPS Code


*
Court/Administrative Order Number


*
Court/Administrative Order Effective Date


*
Court/Administrative Order Cancel Date


*
Court/Administrative Order Data Indicator


*
Court/Administrative Order End Date


*
Custodial Parent Mailing Address



Date Acknowledgement of Receipt Sent


*
Date Arrears From


*
Date Arrears Through


*
Date Information/Response Received


*
Date Information Requested


*
Date of Initial Receipt


*
Date of Payment/Collection


*
Date of Transaction


*
Date Refereed to Initial Processing Unit


*
Date Referral Received


*
Dependent Relation to Non-Custodial Parent


*
Dependent Child State of Residence for last 6 months


*
Determined Controlling Order


*
Effective Date


*
End Date


*
Error Reason Code

*
Family Violence Indicator

*
FIPS Code


*
Functional Type Code


*
Interstate Identifier (Initiating/Responding)


*
Initiating Docket Number


*
IV-D Case Number


*
Medical Insurance Ordered (Yes/No)


*
Modification of Responding Tribunal Order


*
Non-Custodial Parent Alias


*
Non-Custodial Parent Date of Birth


*
Non-Custodial Parent Distinguish Marks


*
Non-Custodial Parent Driver License State


*
Non-Custodial Parent Driver License Number



Non-Custodial Parent Federal EIN


*
Non-Custodial Parent Employer Phone Number


*
Non-Custodial Parent Employer


*
Non-Custodial Parent Employer Address


*
Non-Custodial Parent Eye Color


*
Non-Custodial Parent Hair Color


*
Non-Custodial Parent Height


*
Non-Custodial Parent Home Phone Number


*
Non-Custodial Parent Home Address


*
Non-Custodial Parent Last Known Employer Address


*
Non-Custodial Parent Last Known Employer


*
Non-Custodial Parent Last Home Address


*
Non-Custodial Parent Mailing Address 


*
Non-Custodial Parent Medical Insurance Policy Number


*
Non-Custodial Parent Medical Insurance Carrier


*
Non-Custodial Parent Name


*
Non-Custodial Parent Occupation


*
Non-Custodial Parent Place of Birth


*
Non-Custodial Parent Race


*
Non-Custodial Parent Sex


*
Non-Custodial Parent Spouse Name


*
Non-Custodial Parent SSN


*
Non-Custodial Parent Weight


*
Non-Custodial Parent Work Phone


*
Non-Disclosure Finding


*
Other Case Number


*
Other State/Jurisdiction Name


*
Participant Birth Date


*
Participant Name


*
Participant Race


*
Participant Relationship Code


*
Participant Sex


*
Participant SSN


*
Participant Status


*
Payment Frequency


*
Payment Mailing Address


*
Payment Method-Interstate


*
Payment Source


*
Presumed Controlling Order



Registration of Foreign Support Order


*
Responding Docket Number


*
RDFI Account Number (relates to EFT/EDI)


*
RDFI Identification Number (relates to EFT/EDI)


*
Tribunal Case Number



*
Type of Arrearage


*
Type of Information Received/Requested


*
Type of Support Ordered


*
Verification Indicator
A-6

OBJECTIVE:  The system must uniquely identify and edit various case types.


Related Program Statutes and Regulations:

45 CFR 303.2


45 CFR 307.10(b)(1)


System Certification Requirements:

a.
The system must automatically establish unique numbers (i.e., case numbers and participant identification numbers) that allow for case identification and the linking of cases to multiple non-custodial parents and obligations.


b.
At a minimum, the system must be able to identify the following case types:



1.
IV-A:  IV-A cases receiving or referred for IV-D services;



2.
Foster Care:  IV-E cases receiving or referred for IV-D services;



3.
Non-IV-A:  Applicants or recipients of IV‑D services who are not IV-A, Foster Care or Non-IV-A Title XIX recipients;



4.
Non-IV-A Title XIX:  Cases involving Title XIX (medically needy only) recipients who are not IV-A or Foster Care recipients;



5.
IV-A Arrears Only:  Former IV-A cases on which arrears are assigned to the State;



6.
Foster Care Arrears Only:  Former Foster Care cases on which arrears are assigned to the State; and



7.
Non-IV-D:  Cases maintained on the system, which are not recipients of IV‑D services.


Note:
The Non-IV-D Case Type is not needed if the State does not have Non-IV-D child support enforcement cases (i.e., all child support enforcement cases in the State are Title IV-D cases).

c.
The system must identify interstate cases and must also identify non-IV-D cases requesting "FPLS-only" services (such as parental kidnapping cases) if such cases are maintained on the system.


d.
For non-IV-A Title XIX cases, a code must indicate if the individual only wants services related to securing medical support. (In cases where the code is present, the system should only initiate medical support services.  In cases where the code is not present, the system should initiate all appropriate IV-D services).


Recommended Data Elements:
*
Case Type

*
Interstate Identifier (Initiating/Responding)

*
IV-D Case Number

*
IV-D Participant Number



Locate-Only Identifier


Medical Support Only Identifier


Quick Locate Identifier

A-7

OBJECTIVE:  The system must establish an automated case record for each application/referral.


Related Program Statutes and Regulations:

45 CFR 302.15(a)


45 CFR 303.2(c)


45 CFR 307.10(b)(1), (4) & (14)


System Certification Requirements:

a.
The automated case record must provide a comprehensive and chronological case history of all actions taken, whether manual or automated.


b.
At a minimum, the system must maintain one year's case history on-line.  Previous history may be stored off-line, as long as it is maintained  in an easily accessible, automated manner for program and audit purposes. 


c.
The automated case record must include data  to allow the system to effectively monitor program time standards.

A-8

OBJECTIVE:  The system must accept and maintain identifying information on all case participants.


Related Program Statutes and Regulations:

45 CFR 303.2(c)


45 CFR 307.10(b)(1)


System Certification Requirements:

a.
The system must maintain identifying information about the non-custodial parent, including at a minimum:



1.
Name (including aliases and maiden name),


2.
Sex,


3.
Race,


4.
Social Security Number,


5.
Home Address,


6.
Mailing Address,


7.
Date of Birth,


8.
Place of Birth (City and State),


9.
Employer Information (name, address, Federal employer identification number



(FEIN)),


10.
Third Party Medical Insurance Information,


11.
Father's Name,


12.
Mother's Name,


13.
IV-D Participant Number,


14.
Military Service Information, and



15.
Information on receipt of Federal benefits.


b.
The system must maintain identifying information about the custodial parent, including at a minimum:



1.
Name (including aliases and/or maiden name),



2.
Home Address,



3.
Mailing Address,




4.
Social Security Number,



5.
Date of Birth,



6.
IV-D Participant Number,


7.
Employer Information (name, address, employer identification number (EIN), and



8.
Third Party Medical Insurance Information.


c.
The system must maintain identifying information about the child(ren), including at a minimum:



1.
Name,



2.
Home Address (unless the same as the custodial parent),


3.
Mailing Address (unless the same as the custodial parent),
.

4.
Social Security Number,



5.
Date of Birth,



6.
Location of Birth,



7.
IV-D Participant Number,


8.
Paternity Information, and



9.
Third Party Medical Insurance Information.
d. The system must maintain information that indicates whether a participant is subject to family violence as determined by State policy.


Recommended Data Elements:

*
Child Date of Birth


*
Child Home Address



Child Mailing Address


*
Child Name



Child Place of Birth


*
Child SSN



Custodial Parent Alias


*
Custodial Parent Date of Birth



Custodial Parent Employer EIN


*
Custodial Parent Employer Name


*
Custodial Parent Employer Address


*
Custodial Parent Home Address



Custodial Parent Maiden Name


*
Custodial Parent Mailing Address


*
Custodial Parent Name


*
Custodial Parent SSN


*
Date Information Verified

*
Family Violence Indicator

*
IV-D Participant Number



Non-Custodial Parent Maiden Name


*
Non-Custodial Parent Alias


*
Non-Custodial Parent Date of Birth


*
Non-Custodial Parent Distinguish Marks


*
Non-Custodial Parent Driver License Number


*
Non-Custodial Parent Driver License State



Non-Custodial Parent EIN


*
Non-Custodial Parent Employer


*
Non-Custodial Parent Employer Phone Number


*
Non-Custodial Parent Employer Address


*
Non-Custodial Parent Eye Color



Non-Custodial Parent Father's Name


*
Non-Custodial Parent Hair Color


*
Non-Custodial Parent Height


*
Non-Custodial Parent Home Phone Number


*
Non-Custodial Parent Home Address


*
Non-Custodial Parent Last Known Employer Address



Non-Custodial Parent Last Known Employer EIN


*
Non-Custodial Parent Last Known Employer


*
Non-Custodial Parent Last Home Address


*
Non-Custodial Parent Mailing Address


*
Non-Custodial Parent Medical Insurance Carrier


*
Non-Custodial Parent Medical Insurance Policy Number



Non-Custodial Parent Military Service Information



Non-Custodial Parent Mother's Name



*
Non-Custodial Parent Name


*
Non-Custodial Parent Occupation


*
Non-Custodial Parent Place of Birth


*
Non-Custodial Parent Race



Non-Custodial Parent Receiving Federal Benefits (Yes/No)


*
Non-Custodial Parent Sex


*
Non-Custodial Parent Spouse Name


*
Non-Custodial Parent SSN


*
Non-Custodial Parent Weight



*
Non-Custodial Parent Work Phone


*
Paternity Established (Yes/No)



Third Party Medical Insurance Policy Number



Third Party Medical Insurance Carrier Name



Third Party Medical Insurance Carrier Address



Third Party Medical Insurance (Yes/No)

A-9

OBJECTIVE:  The system must accept information for non-IV-D orders.

Related Program Statutes and Regulations:


42 USC 654 (4)(A)(ii)


42 USC 654A (e)


45 CFR 307.11(e) and (f)


System Certification Requirements:


a.
The system must accept the following information on non-IV-D orders established or modified in the State on or after October 1, 1998, for inclusion with IV-D cases in the State Case Registry for transmission to Federal Case Registry:

1.
The system must maintain the following minimum information on the CP, NCP and Child participant’s (Name, SSN, DOB, Sex, participant ID).
2.
The system must accept the transmission of a Family Violence Indicator for non-IV-D court orders.
3.
Additional mandatory data elements for non-IV-D cases include:  State code, State case identification number, other uniform identification number, issuing State of order, Case Type (i.e., non-IV-D), and Participant Type (CP, NCP, Child) and any other information that the Secretary may require as specified in an Action Transmittal.

b.
The system must accept updates to the mandatory data elements for non-IV-D cases and requests for deletion of non-IV-D orders on the State Case Registry.


Alternative:
The State Case Registry may be comprised of IV-D cases in the statewide automated CSE system and an automated information linkage to the non-IV-D orders in State Disbursement Unit, local courts or other entities. 

A-10
OBJECTIVE:  The system must automatically interface with Federal Case Registry


Program Regulations:


42 USC 654 (8)(B)


45 CFR 307.11(e)


System Certification Requirements:


a.
The system must transmit and register to the Federal Case Registry, all new cases (IV-D) and orders (non-IV-D)  and all participants associated with those cases and orders.


b. 
The system must notify the FCR of additional changes or deletions to the information provided to the FCR within five business days of receipt for the IV-D agency of new or changed information.  


c.
The system must accept and process all administrative information received from the FCR (e.g. rejections, warnings, SSN verification or identification results).


d.
The system must communicate with the FCR via the network provided by the FPLS for this purpose.  File transfer protocols are required on the network provided by the FPLS.


e.
The system must send the following referral information to the FCR to register cases and participants.


Case:


1.  State Case identification number,


2.
Case Type (IV-D, Non IV-D),


3. 
Order Indicator, and


4.
FIPS (State Code).


Participant:


1.
Participant type,


2.
Family Violence Indicator,


3.
Name,


4.
Sex,


5.
SSN, and


6.
Date of Birth.
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B.
LOCATE

B-1

OBJECTIVE:  The system must electronically interface with all appropriate sources to obtain and verify locate, asset and other information on the non-custodial/putative parent or custodial parent.  The system must automatically generate any needed documents.


Related Program Statutes and Regulations:

42 USC 654 (8) & (9)(B)


42 USC 654A (e) & (f)


45 CFR 303.2(b)(1) & (c)


45 CFR 303.3(b)(1) & (2)


45 CFR 307.10(b)(2), (9), (13), (14) & (15)


System Certification Requirements:

a.
The system must have automated interfaces with Federal, State, interstate, and intrastate sources, when appropriate, feasible and cost-effective to facilitate obtaining and verifying case information.  Interfaces should include, but not be limited to, the following sources:

1. Federal Parent Locator System (FPLS),
2. National Directory of New Hires (NDNH),
3. Federal Case Registry (FCR),
4. Department of Motor Vehicles (driver's licenses and vehicle registration),

5. State Employment Security Administration,

6. Department of Natural Resources (fishing and hunting licenses),

7. Department of Vital Statistics,

8. Department of Corrections,

9. Credit Bureaus,

10. Postal Service,

11. Local/State Tax Administration,

12. State IV-A Agency,

13. State IV-E Agency,

14. State Title XIX Agency,

15. State Directory of New Hires,
16. State Disbursement Unit (SDU),
17. Public Utilities,
18. Financial Institutions,
19. State Licensing Agencies, and
20. State agencies with jurisdiction over real and personal property.

Note:
Data required to be furnished under the three components of NDNH, (i.e., new hire information, Quarterly Wage and Unemployment Insurance claimant information) need not be submitted by the statewide automated system.  The decision as to which entity will report is determined by the State.  However, if data is not reported as required, the Title IV-D Agency will be held accountable.

Note:  The State Directory of New Hires (SDNH) is not required to be a part of the State's automated CSE system.  Therefore, while the systems certification will review the interface with the SDNH, many of the functions associated with the SDNH will not be subject to CSE systems certification.

b.
If an automated interface cannot be established for a specific source:



1.
The system must automatically prepare the documents required to submit the case to the information source; and



2.
The system must provide an easily accessible means to enter into the automated case record all manual attempts to obtain information and their results.


c.
The system should automatically follow up when information is solicited and no response is received within a reasonable amount of time, based on State experience.  The system must:



1.
Re-access the source using an automated interface, if available; or



2.
Automatically generate the documents necessary to encourage a response if an automated interface is not available or notify the caseworker as appropriate.
d.
The system must accept unsolicited locate information from the FPLS as proactive matches occur between State participants registered through the FCR and as State FCR participants are matched to New Hire, Quarterly Wage and Unemployment Insurance claim records on the National Directory of New Hire.


Recommended Data Elements:

Amount of Asset

*
Date Information Requested


Date Information/Response Expected

*
Date Information/Response Received

*
Date Information Verified

*
Information Source

*
Location of Asset

*
Narrative Pertaining to Information Received

*
Type of Asset

*
Type of Information Received/Requested


Note:
The State must establish appropriate data elements for interfacing with each specific interface information source.  Data elements for interfacing with FPLS, the IV-A agency, the IV-E agency, the IV-F agency, and the Title XIX agency are listed in this section, and/or IV.B.4 - Case Management.
B-2

OBJECTIVE:
The system must record, maintain, and track locate activities to ensure compliance with program standards.


Related Program Statutes and Regulations:

42 USC 654 (8)


45 CFR 303.3(b)(3)


45 CFR 307.10(b)(14)


System Certification Requirements:

a.
The system must, when locate action is required, be able to:

1.
Automatically submit the case to all appropriate locate sources (whether automated or not), including the transfer of appropriate cases to the FPLS, within 75 calendar days of determining that locate action is required;


2.
Track responses from each automated locate source,  including verified address information; 

3.
Support the tracking of information from manual locate sources;

4.
Record and maintain information on positive responses received from locate sources.  A minimum of three verified addresses, in addition to the home and mailing addresses, must be maintained on-line, if they are available;

5. Record, on a monthly basis, information on all locate sources accessed during the previous month;
6. When necessary, alert the caseworker to verify responses received to ensure that sufficient information is available to allow the next appropriate action to be taken; and
7. Forward cases to the next appropriate function when sufficient information is available.


b.
If caseworker action is required, the system must alert the caseworker of the needed action in sufficient time to allow the 75-day timeframe to be met. 


c.
The system should automatically follow up when information is solicited and no response is received after a reasonable amount of time.  The system should:



1.
Re-access the source using an automated interface, if available; or



2.
If an automated interface is not available, notify the caseworker and automatically generate the documents necessary to encourage a response.


Recommended Data Elements:
*
Date Case Referred To Next Function

*
Date Information Requested

*
Date Information/Response Received

*
Date Information Verified

*
Date Non-Custodial Parent Located

*
Date Response Expected

*
Information Source

*
Narrative Pertaining to Information Received

*
Type of Information Received/Requested

B-3

OBJECTIVE:  The system must automatically resubmit cases to locate sources.


Related Program Statutes and Regulations:

42 USC 654 (8)


45 CFR 303.3(b)(5)


45 CFR 307.10(b)(14)


System Certification Requirements:

a.
Whenever key locate data elements are added or changed due to the receipt of new information, the system must immediately resubmit the case to all appropriate automated and manual locate sources, with the exception of FPLS.  


b.
At least quarterly, the system must automatically resubmit all cases in locate  to the State Employment Security Agency and to all other automated locate sources, with the exception of FPLS.


c.
The system should follow-up with a locate source, when based on State experience, a response is significantly late.


Recommended Data Elements:
*
Date Information Requested

*
Date Information/Response Received

*
Date Information Verified

*
Date Response Expected

*
Information Source

*
Narrative Pertaining to Information Received

*
Type of Information Received/Requested

B-4

OBJECTIVE:  The system must automatically submit requests for locate to the Federal Parent Locator System (FPLS).


Note:
In interstate cases, the initiating State is responsible for the referral of cases for locate to FPLS.


Related Program Statutes and Regulations:

42 USC 654 (8)(B)


45 CFR 303.3(b)(5)


45 CFR 303.70(b) & (c)


45 CFR 307.10(b)(2) & (14)


System Certification Requirements:

a.
For any persons requiring an FPLS locate, the system must automatically:



1.
Identify all cases appropriate for FPLS referral, including registration of case and order information in the Federal Case Registry if a new case;



2.
Prepare an FCR locate person transaction containing the necessary identifying information for referral;



3.
Annotate the automated case record with the referral;



4.
Receive automated information back from FPLS and record the results of the match in the automated case record; and



5.
Notify the caseworker of the results.


Note:
The system must have the capability to submit any locate request  to FPLS in accordance with State procedures.

b.
Submissions to FPLS for locate must include:  



1.
Name of person to be located;

2. Person’s SSN, if known; and

Note:  If the SSN is unknown, the system should attempt to ascertain the number, using automated interfaces.  If the SSN is unknown, the FPLS will attempt to identify an SSN for the State if, at a minimum, a date of birth is submitted with the person’s information.


3.
Any other information prescribed by ACF in instructions which are issued periodically in the form of an Action Transmittal.


c.
If the State chooses to  participate in the 1099 Project, the system must:



1.
Generate a locate person transaction for 1099 to the FCR which includes required data as specified by OCSE Action Transmittals;


2.
Store all 1099 data received on the system in accordance with IRS procedures; and



3.
Conform to any other instructions established by OCSE.


Recommended Data Elements:
*
Date Information Requested

*
Date Information/Response Received

*
Information Source


Parent Military Service Information

*
Parent Name


Parent Received Federal Benefits (Yes/No)

*
Parent SSN

*
Child Name

*
Child SSN
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C.
ESTABLISHMENT

C-1

OBJECTIVE:  The system must automatically track, monitor, and report on the status of paternity establishment and support Federal regulations and State laws and procedures for establishing paternity.  


Related Program Statutes and Regulations:

42 USC 654 (4)(A) & (9)(A)


45 CFR 302.15(a)


45 CFR 302.31


45 CFR 302.70(a)(5)


45 CFR 303.2(a), (b),(c),


45 CFR 307.10(b)(14)


System Certification Requirements:

a.
The system must initiate actions for the establishment of paternity, including administrative establishment of paternity,  for all cases in which paternity has not yet been established.  


Note:
The IV ‑ D agency need not attempt to establish paternity in any case involving incest or forcible rape, or in any case in which legal proceedings for adoption are pending, if, in the opinion of the IV ‑ D agency, it would not be in the best interests of the child to establish paternity.  

b.
The system must accept identifying information on voluntary acknowledgments of paternity.  


c.
The system must automatically generate completed administrative or judicial documents which are required to establish paternity.  The date and type of documents generated must be automatically entered in the case record.  

d.
The system must initiate actions to establish paternity, i.e.; initiating service-of-process, where the child is under age 18, including cases where prior actions for paternity establishment were dismissed because of a former statute of limitations.


e.
The system must periodically re-initiate service-of-process for those cases where previous attempts have failed, but adequate information exists to attempt service-of-process.

f.
The system must automatically generate the required documents to:



1.
Notify case participants to submit to genetic testing in contested paternity cases;



2.
If above is barred by State law, petition the court or administrative authority to require case participants to submit to genetic testing; and



3.
Obtain a judgment for genetic testing costs from the party who denied paternity, when such paternity is later established.


g.
If the State has long-arm paternity establishment, the system must generate all documents needed to initiate such action if it is determined to be appropriate for a particular case.  The system must maintain an automated case record for all cases worked using the long-arm statute, including actions taken and information received from the other State.


h.
The system must maintain data and status on IV-D cases where paternity establishment is handled outside of the IV-D agency.  

Recommended Data Elements:
*
Amount of Fee

*
Child Date of Birth


Court/Administrative Hearing Decision

*
Court/Administrative Order Number

*
Date Document/Notice Sent

*
Date of Court/Administrative Hearing


Date of Genetic Test

*
Date Paternity Established

 
Date Paternity Establishment Filed


Date Putative Father Excluded


Date Putative Father Located


*
Date Service-of-Process Completed


Date Service-of-Process Requested

*
Date Service-of-Process Unsuccessful

*
Document/Notice Recipient



Genetic Test Results Code

*
Good Cause/Non-Cooperation Code


Name(s) of Consenting Party

*
Paternity Established (Yes/No)


Paternity Establishment Method (e.g., genetic test, voluntary stipulation)

 
Paternity Handled Outside IV-D Agency (Yes/No)


Paternity Non-Establishment Reason


Putative Father Name(s)

*
Reason Service-of-Process Unsuccessful


SSN of Each Case Participant

*
Type of Document/Notice Sent

*
Type of Fee

C-2

OBJECTIVE:  The system must automatically record, track, and monitor information on obligations, and generate documents to establish support including medical support. 


Related Program Statutes and Regulations:

42 USC 654 (4)(A) & (12)


45 CFR 302.15(a)


45 CFR 302.31


45 CFR 302.56


45 CFR 303.4(d) & (e)


45 CFR 303.101


45 CFR 307.10(b)(13) & (14)


System Certification Requirements:

a.
The system must monitor case activities to ensure that the following activities are completed within 90 calendar days of the location of the alleged father or non-custodial parent regardless of whether paternity has been established.

1.
Complete service-of-process necessary to commence proceedings to establish a support order, and if necessary, paternity;

2. Establish an order for support which may be based on a voluntary acknowledgment of paternity; or
3. Document, in accordance with State procedures, unsuccessful attempts to serve process in accordance with the State's diligent effort guidelines.


b.
The system must monitor and identify cases to support the State's review and modification procedures.


c.
The system must automatically generate the required documents to establish an order of support or to serve process.  The date and type of documents generated must be automatically recorded in the case record.


d.
The system must initiate necessary actions to meet the State's guidelines for diligent efforts to serve process.  In particular, the system must periodically re-initiate service-of-process in cases where previous attempts have failed but adequate identifying information exists.


e.
The system must initiate actions and record and track the time from successful service-of-process to obligation establishment or other case disposition, regardless of whether paternity needs to be established, to ensure that the following expedited process timeframes are met:



1.
75 percent in six months, and



2.
90 percent in twelve months.

f. 
The system must automatically record all system-initiated actions and accept entry of data regarding all actions taken outside the system.  The system must not accept edits to system initiated actions and the State must establish time limits for editing records on manually initiated actions not to exceed one business day from the entry of data.


g.
If the court/administrative authority dismisses a support order petition without prejudice, a code in the automated case record must indicate the reason for dismissal.  In such cases, the IV-D agency must determine a date when it would be appropriate to re-seek an order and enter this date into the case record.  The system must automatically re-initiate action to obtain a support order at that time. 


Recommended Data Elements:

Date Case Disposed

*
Date Non-Custodial Parent Located

*
Date of Court/Administrative Hearing


Date of Dismissal

*
Date Document/Notice Sent

*
Date of Order

*
Date Paternity Established

*
Date Service-of-Process Completed


*
Date Service-of-Process Unsuccessful


Date to Re-initiate Support Order Action

*
Document/Notice Recipient


Expedited Process (Yes/No)


Reason for Dismissal

*
Reason Service-of-Process Unsuccessful

*
Type of Document/Notice Sent

C-3

OBJECTIVE:  The system must accept, maintain, and process information concerning established support orders.


Related Program Statutes and Regulations:

42 USC 654 (4)(A) & (12)


45 CFR 302.15(a)


45 CFR 303.2(c)


45 CFR 302.56


45 CFR 307.10(b)(4) & (14)

45 CFR 307.11(e)

System Certification Requirements:

a. 
In establishing the order, the system must use the State's approved child support guidelines to automatically calculate the support obligation amount.


b.
The system must maintain case data on the application of the guidelines and deviations from the guidelines for the required four-year guideline review.


c.
When an order is established, the following information must be recorded in the case record:



1.
Type of obligations (child, spousal, medical, arrearage-only),



2.
Date of order,



3.
Date adjusted (if adjusted),



4.
Amount of order,



5.
Payment frequency,



6.
Arrearage (if any),



7.
Method of payment,



8.
Payment due date,


9.
Issuing State of Order, and



10.
Interest or late payment penalties and fees.


d.
The system must maintain a history of all previously established orders. 


e.
The system must individually identify and link multiple obligations (support orders). 


f.
The system must identify obligations as voluntary, administrative, or court ordered.


g.
The system must support administrative establishment of support orders, including the generation of appropriate documents. 


h.
The system must generate a notice to the CP and NCP of all proceedings in which support obligations might be established or modified. 


Recommended Data Elements:

Amount Calculated Using Guidelines

*
Amount of Arrearage 


Amount of Deviation from Guidelines

*
Amount of Support Ordered


Court/Administrative Agency Address


Court/Administrative Agency Name

*
Court/Administrative Order Number

*
Date of Case Disposition

*
Date Order Adjusted


Date Order Effective

*
Date Order Established


Date Order Expires

*
Date Payment Due



Guidelines Rebuttal Code 

*
IV-D Case Number

*
IV-D Participant Number


Location to which Payments Should be Paid


Method of Obligation (Judicial, Administrative, Voluntary) 

*
Method of Payment


Name of Child(ren) Identified in Order


Name of Payee for Support Payments

*
Payment Frequency

*
Type of Arrearage



Type of Debt

*
Type of Support Ordered
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OBJECTIVE:  The system must accept, maintain, and process information concerning medical support services.


Related Program Statutes and Regulations:

45 CFR 302.15(a)


45 CFR 303.31


45 CFR 307.10(b)(4) & (13)


System Certification Requirements:

a.
The system must automatically identify IV-A, Foster Care and Non-IV-A Title XIX-Only cases requiring medical support services to determine those cases in which:



1.
The custodial parent, in cases other than Title IV‑E Foster Care, and child(ren) do not have satisfactory health insurance other than Title XIX; and



2.
Health insurance is available to the non-custodial parent at reasonable cost.


Note:
For non-IV-A cases when an application is filed for IV‑D services, the custodial parent must request medical support services.


b.
The system must automatically identify additional cases based on State criteria where there is a high potential for obtaining medical support based on:



1.
Evidence that health insurance may be available to the non-custodial parent at reasonable cost; and



2.
Facts, as defined by the State, are sufficient to warrant modification of the support order to include health insurance.


c.
The system must automatically generate the documents required to petition for the inclusion of medical support provisions in new or modified orders (usually contained in the same documents necessary to petition for obligations).


d.
The system must automatically generate notices to custodial parents providing information about health insurance policies secured for dependent children.  


e.
The system must interface electronically with the State's Title XIX system for the transfer of medical support information, including notifying the Title XIX agency whenever a medical support provision is included in an order.  


Recommended Data Elements:
*
Amount Support Ordered

*
Child Name

*
Child SSN

*
Date Title XIX Agency Notified

*
Date Medical Support Petitioned

*
IV‑A Case Number

*
IV‑E Case Number

*
Title XIX Case Number


Medical Insurance Available to Non-Custodial Parent (Yes/No)

*
Medical Insurance Ordered (Yes/No)


Medical Support Services Requested (Yes/No)

*
Non-Custodial Parent Employer Address

*
Non-Custodial Parent Employer Name

*
Non-Custodial Parent Home Address

*
Non-Custodial Parent Mailing Address

*
Non-Custodial Parent Medical Insurance Carrier Address

*
Non-Custodial Parent Medical Insurance Policy Number and Individuals Covered

*
Non-Custodial Parent Medical Insurance Carrier

*
Non-Custodial Parent Name

*
Non-Custodial Parent SSN

*
Type of Information Provided

*
Type of Support Ordered
Page Intentionally Left Blank

D.
CASE MANAGEMENT
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OBJECTIVE:  The system must automatically direct cases to the appropriate case activity.


Related Program Statutes and Regulations:

45 CFR 303.2(b)


45 CFR 303.7(a)(2) & (3)


45 CFR 307.10(b)(14)


System Certification Requirements:

a.
Upon case initiation, the system must automatically direct the case to the appropriate function, e.g., locate, paternity establishment, and initiate the appropriate case action.


b.
After each function is completed, the system must automatically direct the case to the next appropriate function and initiate the appropriate case action.


c.
To allow the tracking of compliance with program performance standards, the system must record in the automated case record:



1.
The date a case is moved into a specific function;



2.
The dates and actions taken within the function;



3.
The results of such actions including appropriate dates; and



4.
The date of referral to the next appropriate function.


d.
The system must track actions and dates to ensure that:



1.
All new cases requiring locate services are referred to the locate function (unit) within 20 calendar days of receipt of the referral or filing of an application for services; and



2.
Incoming interstate cases are automatically referred to the State Parent Locator System (SPLS) or the appropriate processing function within 10 working days of receipt.


Recommended Data Elements:

Date Action Taken


Date Case Received in Function

*
Date Case Referred to Next Function


Date of Result/Resolution

*
Date Referred to Initial Processing Function


Result of Action


Type of Action Taken
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OBJECTIVE:  The system must automatically accept and process case updates and provide information to other programs on a timely basis. 


Related Program Statutes and Regulations:

42 USC 654A (e)(8) & (f)


45 CFR 302.31(a)(4)


45 CFR 303.30


45 CFR 307.10(1), (2), (10), (13) & (14)


System Certification Requirements:

a.
The system must accept and update automated case information received from various sources, e.g. county attorney, caseworker, locate staff, IV-A, IV-E, Title XIX, etc.


b.
The system must perform initial edit/validation checks, including numeric and character checks and cross references, to ensure the accuracy and completeness of fields.


c.
The system must update common data elements in all linked case records.


d.
At the time of a change, the system must electronically transmit the following to provide the IV-A agency with updates to IV-A case-related information:



Custodial Parent:


1.
Name,



2.
IV-A case identification number,



3.
Information on good cause for non-cooperation when the IV-D agency makes that determination, information on non-cooperation decisions made by the IV-D agency, and



4.
Change of address.



Non-Custodial Parent:


1.
Name, and



2.
Living with recipient.



Child(ren):


1.
Paternity established (Yes/No), and



2.
Child no longer resides with the recipient (Yes/No).



Support Order:


1.
Amount of support ordered,



2.
Payment frequency (monthly, weekly),



3.
Information on how payments are made through court/SDU/IV-D agency or directly to recipient (if directly to recipient, whether money is retained by recipient or turned over to court/SDU/IV-D agency),



4.
Amount of last payment/collection,



5.
Date of last payment/collection,



6.
Excess amount distributed to recipient, and



7.
Date excess amount distributed to recipient.


e.
At the time of a change, the system must electronically transmit the following to provide the IV-E agency with updates to Foster Care related information:



1.
Child's name,



2.
Child's Social Security Number,



3
Child's IV-E foster care case number,



4.
Non-custodial parents' names and addresses,



5.
Paternity  established (Yes/No),



6.
Amount of monthly support ordered, and



7.
Amount of last payment/collection.



If the IV-E agency cannot accept the electronic transfer of information, the system must automatically generate hard copy reports to transmit the information.


f.
When an order, which requires medical support, is established or at the time of a subsequent change, the system must electronically transmit the following to provide the Title XIX agency with updates to Title XIX related information:



1.
IV-A case number,



2.
IV-E case number,



3.
Title XIX case number,



4.
Non-custodial parent's name,



5.
Non-custodial parent's Social Security Number,



6.
Non-custodial parent's home address,



7.
Non-custodial parent employer's name and address,



8.
Custodial parent's name,



9.
Custodial parent's Social Security Number,



10.
Custodial parent's home address,



11.
Custodial parent employer's name and address,



12.
Name and Social Security Number of child(ren),



13.
If a health insurance policy exists, the policy name, number, and names of the persons covered,



14.
Upon discovery that medical support payments are being, or have been, retained by a non-IV-A Title XIX recipient, and



15.
If the IV-D agency makes a non-cooperation determination because a Title XIX recipient fails to cooperate in establishing paternity or securing support.


Recommended Data Elements:

*
Amount Disbursed to Family

*
Amount of Last Payment/Collection

*
Amount of Pass-through

*
Amount of Support Ordered


Anticipated Job Placement Date

*
Child Name

*
Child No Longer Resides with Recipient (Yes/No)

*
Child SSN

*
Custodial Parent Employer Address

*
Custodial Parent Employer Name


*
Custodial Parent Home Address

*
Custodial Parent Name

*
Custodial Parent SSN

*
Date Disbursed to Family

*
Date Information Provided

*
Date of Last Payment/Collection

*
Good Cause/Non-Cooperation Code

*
IV-A Case Number

*
IV-D Case Number

*
IV-E Case Number

*
Title XIX Case Number

*
Non-Custodial Parent Medical Insurance Carrier Address

*
Non-Custodial Parent Medical Insurance Policy Number

*
Non-Custodial Parent Medical Insurance Carrier

*
Non-Custodial Parent SSN

*
Non-Custodial Parent(s) Employer Address

*
Non-Custodial Parent(s) Employer Name


*
Non-Custodial Parent(s) Living with Recipient

*
Non-Custodial Parent(s) Mailing Address

*
Non-Custodial Parent(s) Name

*
Paternity Established (Yes/No)

*
Payment Frequency

*
Payments Made To
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OBJECTIVE:  The system must update and maintain in the automated case record all information, facts, events, and transactions necessary to describe a case and all actions taken in a case.


Related Program Statutes and Regulations:

42 USC 654 (4)(A)(e)(5)


45 CFR 303.2(c)


45 CFR 307.10(b)(1), (3), (4), (7), (8) & (14)


System Certification Requirements:

a.
Documents generated, critical data element changes, all positive locate and asset interface actions, and a monthly summary of all interface activities must be maintained in the automated case record.


b.
The system must accept entry of information on actions taken outside of the system by the caseworker.  Many worklist items, when accomplished, should be annotated in the automated case record to provide a complete historical record of activities related to a case.  Event codes, preformatted narrative entries, or other means should be provided in the automated case record to identify telephone calls, visits, and other manual actions.


c.
The system must not accept edits to system initiated actions and the State must establish time limits for editing records on manually initiated actions not to exceed one business day from the entry of the data.
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OBJECTIVE:  The system must perform routine case functions, keep the caseworker informed of significant case events, monitor case activity, provide case status information, and ensure timely case action.


Related Program Statutes and Regulations:

45 CFR 303.2(c)


45 CFR 307.10(b)(2), (9), (12)-(14)


42 USC 654 (12)


System Certification Requirements:

a.
The system must perform case monitoring to ensure that case actions are accomplished within required timeframes.  The system must track dates to ensure that the timeframes for expedited process, locate, paternity establishment, support order establishment, review and adjustment, and enforcement (including wage withholding) are met. 


b.
Whenever possible, the system must automatically initiate the next step in case processing without being prompted by the caseworker.  The system must automatically:



1.
Generate documents and notices;



2.
Accept, edit, and verify information and data from various sources;



3.
Refer cases to automated interfaces with location sources;



4.
Identify and refer cases for FPLS and SPLS submittal;



5.
Flag cases for enforcement action, e.g., including tax refund offset, wage withholding, and unemployment compensation intercept (UCI), and initiate these actions;



6.
Refer arrearage amounts to credit bureaus;



7.
Produce delinquency reports to monitor obligor and employer compliance with wage withholding orders;



8.
Flag cases for potential review and adjustment of support obligations;



9.
Periodically trigger the review of low-priority cases if the State has a prioritization system;



10.
Process and distribute collections; 



11.
Direct cases to the next appropriate processing unit once action is completed in a unit; and



12.
Take any other actions that the system can initiate automatically.


c.
The system must provide a daily, automated on-line report/worklist to each worker. Reports must contain at a minimum:



1.
Those newly assigned cases requiring some caseworker review or action;



2.
Case actions that the caseworker must take;



3.
Significant, as defined by the IV‑D agency, case actions automatically taken by the system that require caseworker review and/or approval; and


4.
Significant, as defined by the IV‑D agency, case actions taken by supporting units that require caseworker review and/or approval.


Note:
 The intent of the daily automated on-line report/worklist is to provide a means for the caseworker to rapidly respond to those cases needing review or action.  Optimally, the on-line report/worklist should provide a means of allowing a caseworker to select a worklist item whereby the system would then automatically navigate the user to the appropriate system function/screen to allow for the respective review and/or action.

d.
If determined necessary by the IV‑D agency, the system must notify the caseworker of any actions automatically initiated that involve:



1.
Locate, including the recycling of unlocated cases immediately when new information is received or on a quarterly basis;



2.
Establishment of paternity; 



3.
Establishment of obligations;



4.
Review and adjustment of an obligation;  



5.
Enforcement, including wage withholding; and



6.
Case closure.

e. If the caseworker has multiple options for case action, the system must:

1. Notify the caseworker of the action that is needed; and
2. Identify any default action that will be taken by the system in the absence of caseworker action.

f.
In instances where caseworker action is necessary, the system must include a tickler for every timeframe to remind the caseworker that action must be taken within the prescribed timeframe.  The tickler must alert the caseworker sufficiently in advance so that action can be taken before the time limit expires.


g.
Whenever the IV-D agency is expecting a response from another party, e.g., a locate source or a responding State in an interstate case, and the response is significantly late, based on State experience, the system must initiate follow-up action, (such as automatic document generation or, if necessary, caseworker intervention), in order to encourage a response from the other party.
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OBJECTIVE:  The system must automatically support the review and adjustment of support obligations.


Related Program Statutes and Regulations:  

42 USC 654 (12)


42 USC 666 (10)


45 CFR 303.8


45 CFR 303.31


45 CFR 307.10(b)(2), (3), (12),  & (14)


System Certification Requirements:

a. The system must track the review an adjustment process to ensure that the following timeframes are met:


1.
Within 180 calendar days of determining that a review should be conducted or locating the non-requesting parent, whichever occurs later, complete the review and adjustment process; and



2.
Within 14 days after issuance of any order modifying a child support obligation or a determination of no change in the amount of child support, the system must:  




(a)
alert the caseworker to provide each party with a copy of the order, or 




(b)
in the case of a petition for modification, the system must generate a notice of determination that there should be no change in the amount of the child support award.
b. The system must generate at least once every three years, a notice to each parent of the right to request a review, and appropriate plan and means in which request should be made, if such information is not provided to the parent from another source; and

c.
The system must identify cases in which the order does not include health care coverage.

d.
For cases in which either parent requests a review, the system must determine if a review is appropriate based on the age of the order or other criteria selected by the State. 

e.
The system must refer cases to the locate function, as needed, to locate the parents or the parents' assets.


f.
The system must generate all legal documents, forms, and letters necessary to complete the review and adjustment process.

g.
The system must record the type of document generated, the addressee, and the date sent, in the automated case record.  After sending any document requiring a response, the system must notify the caseworker if such response is significantly delayed, based on State experience, and generate a follow-up information request.


h
The system must:  



1.
Collect income, asset, employment, and health insurance information through automated interfaces; 



2.
Provide a means for entry and edit of data received (including the input of manually obtained financial information), both from interfaces and financial affidavits received from other sources; 



3.
Perform all necessary guideline calculations;



4.
Compare guideline calculation against quantitative standard developed by the State, if any;


5.
Provide all information and calculations to the caseworker for determination of whether an adjustment should be pursued; and



6.
Generate notices to inform parents of proposed actions and their right to challenge such actions, and generate any documents necessary to seek an adjustment or handle an appeal of such action.

i. All information received and actions taken must be recorded in the automated case record.  Data elements must indicate the amount of any adjustments, including the addition of health insurance to the order or the reason for no adjustment being pursued.
j.
The system must generate a notice to each parent of all proceedings in which support obligations might be modified.

Recommended Data Elements:
*
Adjustment/Non-Adjustment Reason Code


Amount of New Order

*
Assignment of Rights (Yes/No)

*
Date Document/Notice Sent

*
Date Medical Support Petitioned


Date Non-Adjustment Determined


Date of Decision to Petition for Adjustment

*
Date of Initial Order



Date of Pre-review

*
Date Order Adjusted or Decision Not to Adjust


Date Review Initiated

*
Document/Notice Recipient


Medical Support Included (Yes/No)


Reason for Non-review

*
Type of Document/Notice Sent
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OBJECTIVE:  The system must allow for case closure.


Related Program Statutes and Regulations:

45 CFR 74.21


45 CFR 303.11


45 CFR 307.10(b)(1)(4) & (14)


System Certification Requirements:

a.
The system must be capable of identifying cases eligible for case closure.


b.
For cases closed under criteria in 45 CFR §303.11 (b)(1) through (6) and (10) through (12), the system must generate a notice to the service recipient, except that for paragraph (b)(12), the notice must be sent to the initiating State, regarding the intent to close, at least 60 days prior to closure.


c.
The system must provide for supervisory review of cases prior to closure and must notify the caseworker of case closure actions.


d.
Identifying information on closed cases, such as parent and child names, Social Security Numbers, and dates of birth, must be maintained on the system in an on-line index, with all case data maintained in an automated format that can be easily retrieved in an automated manner from the archived history file.


e.
The entire history file of a closed case must be retained in an easily accessible manner, in automated or hard copy form, for at least three years after case closure or until resolved under any auditable action.  If any litigation, claim, negotiation, or other action has started prior to the expiration of the three year period, the records must maintained until final disposition or the end of the three year period, whichever is later.


Recommended Data Elements:

Case Location Code

*
Child Date of Birth

*
Child Name

*
Child SSN

*
Custodial Parent Date of Birth

*
Custodial Parent Name

*
Custodial Parent SSN



Date Notice of Closure Sent

*
Date of Closure

*
Non-Custodial Parent Date of Birth

*
Non-Custodial Parent Name

*
Non-Custodial Parent SSN

*
Reason for Closure
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OBJECTIVE:  The system must provide for management of all interstate cases.  Related Program Statutes and Regulations:

42 USC 654 (6)(A)


45 CFR 303.7(a)(1)


45 CFR 307.10(b)(1)-(5), (8), (12) & (14)


45 CFR 303.8 (f)


System Certification Requirements:

a.
All functions assigned to the Central Registry must be integrated into the automated system.


b.
The system must transmit and receive information on interstate cases through the Child Support Enforcement Network (CSENet).  


c.
The system must ensure that interstate cases receive the same services as intrastate cases, but with special provisions to meet interstate requirements.


d.
The system must identify a case as interstate and identify the other State and its FIPS.


e.
The State must have written procedures to update and transmit to ACF the 7 digit FIPS address codes for the Interstate Referral Guide and download the updated FIPS address information related to other States. The procedure must follow that prescribed by OCSE in instructions which will be issued periodically in the form of an Action Transmittal.


Recommended Data Elements:

*
Action Code


*
Action Reason


*
Action Resolution Date


*
Amount of Arrearage Payment Ordered


*
Amount of Arrearage


*
Amount of Arrearage Ordered


*
Amount of Collection/Payment


*
Arrearage Payment Frequency


*
Attach to be Sent Indicator


*
Caretaker if not parent (data elements identical to CP & NCP)


*
Case Contact Address


*
Case Contact Person


*
Case Contact Telephone



Case Contact Fax Number


*
Case Status Indicator


*
Case Type (new code for non-IV-D)



Continuing Exclusive Jurisdiction State


*
Court/Administrative Order Filing Date


*
Court/Administrative Order End Date


*
Court/Administrative Order FIPS Code


*
Court/Administrative Order Number


*
Court/Administrative Order Effective Date


*
Court/Administrative Order Cancel Date


*
Court/Administrative Order Data Indicator


*
Custodial Parent Mailing Address


*
Date Arrears From


*
Date Arrears Through


*
Date of Initial Receipt


*
Date of Payment/Collection


*
Date of Transaction


*
Dependent Child State of Residence for last 6 months


*
Dependent Relation to Non-Custodial Parent


*
Determined Controlling Order


*
Effective Date


*
End Date


*
Error Reason Code


*
FIPS Code


*
Functional Type Code


*
Interstate Identifier (Initiating/Responding)


*
Initiating Docket Number


*
IV-D Case Number


*
Medical Insurance Ordered (Yes/No)


*
Modification of Responding Tribunal Order


*
Non-Custodial Parent Alias


*
Non-Custodial Parent Date of Birth


*
Non-Custodial Parent Distinguish Marks


*
Non-Custodial Parent Driver License State


*
Non-Custodial Parent Driver License Number



Non-Custodial Parent EIN if self employed


*
Non-Custodial Parent Employer Phone Number


*
Non-Custodial Parent Employer Address


*
Non-Custodial Parent Employer



Non-Custodial Parent Employer Federal EIN


*
Non-Custodial Parent Eye Color


*
Non-Custodial Parent Hair Color


*
Non-Custodial Parent Height


*
Non-Custodial Parent Home Phone Number


*
Non-Custodial Parent Home Address


*
Non-Custodial Parent Last Known Employer Address


*
Non-Custodial Parent Last Known Employer


*
Non-Custodial Parent Last Home Address


*
Non-Custodial Parent Mailing Address 


*
Non-Custodial Parent Medical Insurance Policy Number


*
Non-Custodial Parent Medical Insurance Carrier


*
Non-Custodial Parent Name


*
Non-Custodial Parent Occupation


*
Non-Custodial Parent Place of Birth


*
Non-Custodial Parent Race


*
Non-Custodial Parent Sex


*
Non-Custodial Parent Spouse Name


*
Non-Custodial Parent SSN


*
Non-Custodial Parent Weight


*
Non-Custodial Parent Work Phone


*
Non-Disclosure Finding


*
Other Case Number


*
Other State/Jurisdiction Name


*
Participant Birth Date


*
Participant Name


*
Participant Race


*
Participant Relationship Code


*
Participant Sex


*
Participant SSN


*
Participant Status


*
Payment Frequency


*
Payment Mailing Address


*
Payment Method-Interstate


*
Payment Source


*
Presumed Controlling Order


*
RDFI Account Number (relates to EFT/EDI)


*
RDFI Identification Number (relates to EFT/EDI)



Registration of Foreign Order


*
Responding Docket Number


*
Tribunal Case Number


*
Type of Arrearage


*
Type of Support Ordered


*
Verification Indicator
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OBJECTIVE:  The system must manage Responding-State case actions.


Related Program Statutes and Regulations:

42 USC 654A (f)(4)


45 CFR 303.7(a)(1), (4) & (c)(1-10)


45 CFR 307.10(b)(2), (3), (5), (7) & (14)


45 CFR 303.8 (f)(2)


System Certification Requirements:

a. 
The system must track and record dates to ensure that the following timeframes are met: 

1. Within 10 working days of the receipt of a request for service, the system must:

(a) Generate a response to the initiating IV-D agency through CSENet, and
(b) Notify the agency of the need for additional information and/or corrections if unable to proceed with the case because of inadequate documentation;



2.
Within 10 working days of locating the non-custodial parent in a different State/jurisdiction, the system must use CSENet to notify the initiating State or the State/jurisdiction where the non-custodial parent has been located;



3.
Within 10 working days of the receipt of new information, the system must use CSENet to notify the initiating State of the new information; and



4.
Within 75 calendar days of receipt of an interstate referral through CSENet, the responding IV-D agency's system must automatically:




(a)
Provide locate services if necessary, and




(b)
Provide the case to the extent possible, pending receipt of additional or corrected information.


b.
The system must automatically forward the interstate case to the appropriate processing unit within the State.


c.
The date additional information was requested from the initiating State and the type of information requested must be entered in the automated case record.  The system must notify the caseworker if the request is not received within a time period that allows compliance with applicable program standards.


d.
The system must provide the initiating State, through CSENet, advance notice of hearings that may result in either paternity establishment, or establishment/adjustment of an order.  Data elements must indicate the dates of upcoming hearings.

e.
The system must periodically provide case status updates to initiating States through CSENet.


f.
All actions, including the transfer of the case to another State/jurisdiction if the non-custodial parent is located there, must be automatically noted in the automated case record.


g.
When a case is closed by the responding State, the reason and date of closure and the date must be entered in the automated case record.


Recommended Data Elements: 
*
Date Case Referred to Another State/Jurisdiction


Date Case Status Update Provided to Initiating State

*
Date Document/Notice Sent

*
Date Information Provided

*
Date Information/Response Received

*
Date Information Requested


Date Inquiry Received

*
Date Non-Custodial Parent Located


Date Notice of Hearing Sent to Initiating State


*
Date of Closure

*
Date of Locate Attempt

*
Date Referral Received

*
Date Referred to Initial Processing Function

*
Document/Notice Recipient

*
Information Source

*
Other State/Jurisdiction Name

*
Reason for Closure

*
Responses of Location Attempts

*
Type of Document/Notice Sent
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OBJECTIVE:  The system must manage initiating-State case actions.


Related Program Statutes and Regulations:

42 USC 654 (6)(A)(f)(4)


45 CFR 303.7(b)


45 CFR 307.10(b)(2), (3), (5) & (14)


45 CFR 303.8(f)(1)


System Certification Requirements:

a.
The system must track and control dates to ensure that the following timeframes are met:



1.
Within 20 calendar days of determining the non-custodial parent is in another State/jurisdiction, and, if appropriate, the receipt of any information needed to process the case, the system must refer the case to that State using CSENet; and


2.
Within 30 days of receipt of a request for additional information, the system either must provide the requested information or the date the information will be provided, using CSENet.


b.
Within 10 working days of receiving new case information, the system must use CSENet to automatically transmit such information to the responding State, and notify the responsible caseworker of the action.


c.
Within 5 working days of receiving a notice concerning review and adjustment of an order from a responding State, the system must generate a notice to the parent in the initiating State.


Recommended Data Elements:
*
Date Case Referred to Another State/Jurisdiction

*
Date Information Provided

*
Date Information/Response Received

*
Date Information Requested


Date Initiating State Receives Notice Concerning Review and Adjustment of Support Order

*
Date Non-Custodial Parent Located


Date Notice Sent to Each Parent


Date Responding State Notified When information Will Be Provided

*
Type of Information Received/Requested

*
Type of Information Provided
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ENFORCEMENT
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OBJECTIVE:  The system must automatically monitor compliance with support orders and initiate enforcement actions.


Related Program Statutes and Regulations:

42 USC 654 (4)


42 USC 654A (g)


45 CFR 303.6(a) & (b)


45 CFR 303.31(b)


45 CFR 307.10(b)(4), (7) & (14)


System Certification Requirements:

a.
The system must automatically:



1.
Monitor and identify cases in which there is a failure to comply with the support obligation; and 



2.
Initiate appropriate enforcement action.


b.
The system must record and maintain the date the non-custodial parent fails to make payments in an amount equal to the support payable for one month or an earlier date in accordance with State law.


c.
The system must automatically initiate appropriate enforcement actions.


d.
The system must continue to automatically monitor compliance with the support order provisions after enforcement action has been initiated.  If monitoring reveals that the enforcement action is not effective, the system must initiate additional action when appropriate, e.g., liens and bonds.


Recommended Data Elements:
*
Amount of Arrearage

*
Amount of Support Ordered

*
Date Enforcement Action Taken

*
Date Medical Coverage Lapsed

*
Date of Delinquency


Delinquency Status

*
Medical Coverage Indicator (Yes/No)

*
Type of Enforcement Action Taken
E-2

OBJECTIVE:  The system must support income withholding activities.


Related Program Statutes and Regulations:  


42 USC 653A(g)(1)


42 USC 654 (19)(B)


42 USC 654A (g)(1)(A)

45 CFR 303.100


45 CFR 307.10(b)(4) & (14)


Note:  Income withholding activities are not required until such time as an income source is known.


System Certification Requirements:

a.
The system must automatically initiate income withholding in accordance with paragraph d below, for all support orders established or modified on or after November 1, 1990 (immediate withholding cases) unless the administrative/judicial order indicates that:



1.
There is a demonstration of good cause for not withholding which is acceptable to the court or administrative authority; or



2.
The parties have signed an agreement for an alternative arrangement.


b.
For cases not subject to immediate withholding, the system must automatically, in accordance with paragraph d below, initiate withholding on the earliest of: 



1.
The date on which the non-custodial parent fails to make payments in an amount equal to the support payable for one month;



2.
The date on which the non-custodial parent requests withholding begin;



3.
The date on which the custodial parent requests withholding begin, if the State approves the request; or 



4.
Such earlier date in accordance with State law.

c. The system must automatically, in accordance with paragraph d below, initiate income withholding for support obligations issued or modified before October 1, 1996 if arrearages occur, without the need for a judicial or administrative hearing. 

d. For immediate and initiated withholding cases, the system must, within timeframes specified in 42 USC 653A (g) (1) for cases with information on newly hired employees and 42 USC 653A(g)(1)(A) for other cases with information from an income source, automatically generate a notice to the employer, which informs the employer:

1. Of the amount to be withheld from the noncustodial parent’s wages and a statement that the amount actually withheld for support purposes, including a fee, may not be in excess of the maximum amounts permitted under the Consumer Credit Protection Act;

2. That the employer must send the amount to the State Disbursement Unit (SDU) within 7 business days of the date the noncustodial parent (NCP) is paid, and must report to the SDU the date on which the amount was withheld from the NCP's wages except when the State meets all Federal requirements for an SDU and elects to use the date of receipt by the SDU as the date of collection;

3. That the employer may deduct a fee established by the State for administrative costs incurred for each withholding, if the State permits a fee to be deducted;

4. That the employer is subject to a fine for discharging a NCP from employment, refusing to employ, or taking disciplinary action against the NCP because of the withholding;

5. That, if the employer fails to withhold income in accordance with the provisions of the notice, the employer is liable for the accumulated amount the employer should have withheld from the NCP’s income’

6. That the withholding shall have priority over any other legal process under State law against the same income;

7. That the employer may combine withheld amounts from NCPs income in a single payment to each State Disbursement Unit requesting withholding and separately identify the portion of the single payment which is attributable to each individual NCP;

8. That the employer must withhold from the noncustodial parent’s income the amount specified in the notice and pay such amount to the SDU within 7 business days after the date the income would have been paid to the NCP; and

9. That the employer must notify the State promptly when the NCP terminates employment and provide the NCP’s last known address and the name and address of the NCP’s new employer, if known.

e. For initiated withholding, the system must send a notice to the NCP which informs the NCP that :

1.  That the withholding has commenced;
2.  Of the amount of overdue support that is owed and the amount to be withheld;

3.  That the provisions of withholding apply to any current or subsequent employer or       period of employment;

4.  Of the procedures available for contesting the withholding and that the only basis          for contesting is a mistake of fact and 

5.  Of the information contained in the employer's notice.


f.
If a non-custodial parent contests withholding, the system must automatically generate the documents required to inform a non-custodial parent of:



1.
The State's decision; and



2.
If withholding is modified, the amount to be withheld and the effective date of the change.


g.
The system must automatically generate the data to populate the data elements and print a copy of the Standardized Income withholding form (OCSE-AT-98-03) to the non-custodial parent's employer to initiate withholding within 2 business days after the case becomes subject to withholding.


h.
The system must automatically generate all notices and letters needed to support income withholding activities, including enforcement forms and letters when employers are not in compliance.


i.
The system-generated notice must contain the information required by regulation to allow the employer to initiate income withholding and submit such withholdings to the State's Disbursement Unit. 


j.
The system must maintain information in the automated case record on the documents generated in support of income withholding, including:



1.
The type of document;



2.
The recipient of the document; and 



3.
The date the document was sent.


k.
The system must be capable of receiving information regarding income withholding which is electronically transmitted by the employer to the State's bank.

1.
The State must offer all employers the option of using Electronic Funds Transfer (EFT) Electronic Data Interchange (EDI) for the transmittal of  income withholdings; and
2.
Notices to employers must contain information regarding the procedures and format to be used in submitting withholdings, if the employer chooses to use EFT.

3.
EFT procedures and formats must conform to the requirements defined by the National Automated Clearinghouse Association.




(a)
The system must be capable of processing income withholdings transmitted in both the Cash Concentration and Disbursement Plus (CCD+) and Corporate Trade Exchange (CTX) National Automated Clearinghouse Association (NACHA) payment formats;


(b)
The system must be capable of processing income withholdings and corresponding remittance data transmitted using the NACHA endorsed EFT/EDI standard format for child support collections (the Child Support Application Banking Convention). 


l.
In order to record the date of collection for income withholding cases when the State has not opted to use the date of receipt by the State as the date of collection, the State’s income withholding remittance systems must be designed to have the employer enter the date of withholding (i.e., date of collection).


Note:
The date of collection for amounts collected and distributed under this part is the date of receipt by the State Disbursement Unit, except that if current support is withheld by an employer in the month when due and is received by the State Disbursement Unit in a month older than the month when due, the date of withholding may be deemed to be the date of collection.

m.
The system must automatically allocate amounts received by withholding, when there is more than one notice for withholding against the non-custodial parent, among obligations subject to withholding with priority given to current support.  


n.
The system must provide IV-D caseworkers with on-line access to automated sources of non-custodial parent employer and wage information maintained by the State, by either establishing an electronic link or by obtaining an extract of the database and placing it on-line.


o.
The system must automatically generate delinquency aging reports to monitor obligor and employer compliance with withholding orders.


Recommended Data Elements:


Alternative Arrangement (Yes/No)

*
Amount of Arrearage

*
Amount of Payment/Collection

*
Amount of Support Ordered
*
Application Identifier

*
Case Identifier (IV-D case number or court order number)

*
Date Advance Notice Expires

*
Date Advance Notice Sent

*
Date Document/Notice Sent


Date Employer Notice Sent 


Date Good Cause Determined


Date Intent to Contest Received


Date Non-Custodial Parent Paid


Date of Alternative Arrangement

*
Date of Delinquency

*
Date of Order

*
Date of Payment/Collection


Date of Withholding Determination



Date Withholding Initiated


Date Withholding Request Approved


Date Withholding Requested


Date Withholding Terminated

*
Document/Notice Recipient

*
FIPS Code


Frequency of Withholding

*
Good Cause/Non-Cooperation Code

*
IV-D Case Number

*
Medical Support Indicator (Yes/No)

*
Non-Custodial Parent Name

*
Non-Custodial Parent SSN

*
Other State/Jurisdiction Name

*
Payment Frequency 

*
Termination of Employment Indicator

*
Type of Document/Notice


Withholding Initiated (Yes/No)


Withholding Requested By
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OBJECTIVE:  The system automatically must support Federal tax refund offset.


Related Program Statutes and Regulations:

42 USC 664 (a)


45 CFR 303.6(c)(3)


45 CFR 303.72(a), (d)(1-2) & (e-g)


45 CFR 307.10(b)(2), (4), (5) & (7)


OCSE Action Transmittal 98-17


System Certification Requirements:

a.
The system must automatically identify IV-A and Foster Care cases where:



1.
The amount of past-due support owed is not less than $150; and



2.
The support has been delinquent for three months or longer.


b.
The system must automatically identify any other cases where: 



1.
The support is owed to or is on behalf of a minor child;



2.
The amount of support owed is not less than $500;



3.
The support is owed on behalf of a spouse, when the custodial parent is living with the child and child and spousal support are included in the same order;




4.
The support is owed on behalf of a disabled adult with a current support order, who is deemed disabled, as a minor, under Title II or XVI of the Social Security Act (SSA);



5.
At State option, the amount has accrued since the IV-D agency began to enforce the support order; and



6.
The State has checked to determine if a IV-A or Foster Care maintenance assigned arrearage exists with respect to the non-IV-A individual or family.


c.
The system must provide for an automated interface (Connect:Direct) to electronically transmit the following case information:  



1.
The name and Social Security Number of the taxpayer who owes the past-due support;



2.
The amount of past-due support certified as owed;



3.
The State's FIPS; and



4.
Case type indicator.


d.
The system must generate automated files to notify OCSE of deletions to amounts previously referred for offset or significant decreases, as defined by State guidelines. 


e.
The system must automatically generate required notices and documents including:



1.
An advance notice to the non-custodial parent that his/her past-due support will be referred to the IRS for collection that includes the information contained in 45 CFR 303.72(e)(1).  If the State chooses, it can request that the notice be sent by OCSE;



2.
An advance notice to non-IV-A custodial parents regarding the distribution of offset amounts;


3.
A notice to the non-custodial parent and in non-IV-A cases, the custodial parent, of the time and place of an administrative review of a complaint regarding the offset;



4.
Documents needed to refund excess amounts to parents;  



5.
A notice referring the non-custodial parent to the IRS in cases where a complaint has been received concerning a joint refund which has been offset;



6.
Documents and notices for the post-offset appeal process, if required by State law;



7.
A CSENet notice to the initiating State of a request for an administrative review;



8.
A CSENet notice to the responding State of the results of an administrative review in cases where an offset has already been made; and



9.
A CSENet notice to the responding State when the offset is received.


f.
Prior to submittal, the system must have automatically verified the non-custodial parent's name, Social Security Number, and amount referred for offset, using automated interfaces (where applicable) with State agencies and other sources.


g.
All offset submittal information, actions, and results must be entered in the automated case history, including:



1.
That an offset has been initiated;



2.
The date submitted;



3.
The year the tax return to be offset was filed;



4.
The year the tax refund offset is processed;



5.
The administrative review State; and 



6.
Whether the offset is a joint tax return.


h. 
The system must track actions to ensure that the following timeframes are met:



1.
Date(s) of submittal specified by OCSE;



2.
Date(s) specified by OCSE for deletions/decreases in amounts previously referred for offset;



3.
Within 10 days of the non-custodial parent's request for an administrative review in the State with the order, the submitting State must provide the State with the order all necessary information; and 



4.
Within 45 days of receipt of the information from the submitting State, the system of the State with the order must:




(a)
Generate a notice to the non-custodial parent and, in non-IV-A cases, to the custodial parent indicating the time and place of the administrative review; and




(b)
Track the date of the review and decision.


Recommended Data Elements:
*
Amount of Arrearage Certified

*
Amount of Arrearage

*
Case Type

*
Court/Administrative Review Decision


Court/Administrative Review State


Date Court/Administrative Review State Provides Order State with Information

*
Date Court/Administrative Review Conducted

*
Date Court/Administrative Review Requested


Date Federal Tax Refund Offset Submitted

*
Date Non-Custodial Parent's Spouse Notified


Date Notice of Decreases/Deletions to Offset Sent OCSE 

*
Date Notified of Joint Tax Return

*
Date of Court/Administrative Review Decision

*
Date of Delinquency



Date Order State Notified of a Request for an Administrative Review


Date Order State Received Notice of an Administrative Review


Date Order State Received Information on Administrative Review


Date(s) of Certified Arrearage(s)

*
Document/Notice Recipient

*
FIPS Code

*
Joint Tax Return (Yes/No)

*
Non-Custodial Parent Name

*
Non-Custodial Parent SSN

*
Type of Document/Notice Sent

*
Year Tax Refund Offset Processed 

*
Year of Tax Return to be Offset
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OBJECTIVE:  The system  must automatically support State tax refund offset.


Related Program Statutes and Regulations:

42 USC 666 (a)(3)


45 CFR 408(a)(3)


45 CFR 302.33


45 CFR 302.51(e)


45 CFR 303.6(c)(3)


45 CFR 303.102(a-e) & (h)


45 CFR 307.10(b)(2), (4), (5) & (7)


System Certification Requirements:

a.
The system must automatically identify cases that the State has determined are appropriate for State tax refund offset.


b.
Prior to submittal, the system must automatically verify the non-custodial parent's name, Social Security Number, amount of past-due support, and amount referred for offset using automated interfaces (where applicable). 


c.
The system must notify the appropriate State agency or office of deletions or significant decreases to amounts previously referred for offset. 


d.
The system must automatically generate all required documents, including:



1.
An advance notice to the custodial parent receiving service under 45 CFR §302.33 informing her/him:




(a)
That amounts collected which represent specific dollar amounts designated in the support order for medical purposes will be distributed under 45 CFR §302.51(c), and




(b)
Whether amounts collected will be applied first to satisfy any past-due support which is assigned to the State under 45 CFR §408(a)(3) or section 457 of the Act;



2.
An advance notice informing the non-custodial parent that his/her past-due support will be referred for offset and of the opportunity to contest the referral;

 

3.
A notice to the non-custodial parent and, in non-IV-A cases, the custodial parent of the time and place of an administrative review of a complaint regarding the offset;



4.
Documents needed to refund excess amounts; and



5.
Documents required to notify the initiating State of the results of an administrative review in cases where an offset has been made.


e.
If the agency that processes State tax refund offsets is automated, the CSE system must automatically:



1.
Submit identified cases annually; and



2.
Receive from the responsible State office information pertaining to the non-custodial parents' home address and Social Security Number(s).


Note:
If the State agency tax system is not automated, the CSE system must automatically generate all documents required by the State's tax refund offset procedures.

f.
All offset submittal information, actions, and results must be entered in the automated client record including:



1.
The date submitted;


2.
The year the tax return to be offset was filed;



3.
The year the tax refund offset is processed;



4.
The tax year the offset is processed against;



5.
The administrative review State; and 



6.
Whether the offset is against a joint tax return.


Recommended Data Elements:
*
Administrative Review State

*
Amount of Arrearage Certified

*
Amount of Arrearage

*
Court/Administrative Review Decision

*
Date Notified of Joint Tax Return

*
Date Court/Administrative Review Conducted

*
Date Court/Administrative Review Requested

*
Date Document/Notice Sent

*
Date Non-Custodial Parent's Spouse Notified

*
Date of Court/Administrative Review Decision



Date State Tax Refund Offset Submitted

*
Document/Notice Recipient

*
FIPS Code

*
Joint Tax Return (Yes/No)

*
Non-Custodial Parent Name

*
Non-Custodial Parent SSN

*
Type of Arrearage

*
Type of Document/Notice Sent

*
Year Tax Refund Offset Processed

*
Year of Tax Return to be Offset
E-5

OBJECTIVE:  The system must automatically identify, initiate, and monitor enforcement actions using liens and bonds.


Related Program Statutes and Regulations:

42 USC 666 (a)(4)


45 CFR 303.104


45 CFR 307.10(b)(2), (4), (5), (7) & (14)


System Certification Requirements:

a.
The system must automatically identify and maintain information on cases for which it would be appropriate, under State guidelines, to use a lien or secure a bond.


b.
The system must automatically generate documents required to impose a lien or secure a bond.  When the IV-D agency is attempting to secure a bond, the system must produce an advance notice that informs the non-custodial parent of:



1.
The delinquency of the support payment and the requirement of posting security, bond, or guarantee; and



2.
His/her rights and the methods available for contesting the impending action.


c.
The system must have an automated interface with the agencies responsible for real and personal property titles in order to record liens.  If an automated interface is not possible, the system must generate the documents required to record liens with these agencies.


d.
The system must generate the documents required to record or serve a lien in another state.


e.
The system must automatically generate the required documentation and notify the caseworker to offset the bond when the current support payment is not received. 


f.
The system must automatically generate the required documentation and notify the caseworker to remove the lien and/or restore the bond when the past-due support is received. 


Recommended Data Elements:
*
Amount of Arrearage


Amount of Bond


Amount of Lien


Interest Rate on Arrearage 


Bond Issuer

*
Date Advance Notice Sent

*
Date Advance Notice Expires


*
Date Document/Notice Sent


Date Lien Filed


Date of Bond (date secured)

*
Document/Notice Recipient


Jurisdiction Where Lien is Recorded

*
Type of Document/Notice Sent


Type of Lien (e.g., house, car, securities)
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OBJECTIVE:  Where action is appropriate under State guidelines, the system must support Unemployment Compensation Intercept (UCI).


Related Program Statutes and Regulations:

42 USC 666 (c)(6)(i)(I)


45 CFR 302.65(c)

45 CFR 307.10(b)(1), (2), (4) & (14)

System Certification Requirements:

a.
The system must automatically receive UC information from the State Employment Security Agency (SESA).  If the SESA system is not automated, the IV-D agency must arrange for the exchange of information by manual methods.  


b.
The system must automatically screen information provided by the SESA to determine:



1.
Which individuals applying for or receiving unemployment compensation owe support obligations being enforced by the IV-D agency; and



2.
Which cases meet the State's criteria for pursuing UCI.


c.
The system must automatically generate all documents required to enforce UCI either through a voluntary agreement or, in cases that meet selection criteria, through legal processes pursuant to State or local law.  


d.
The system must generate an automated file containing all cases eligible for UCI and must transfer this file to the SESA using an electronic interface.  If the SESA is not automated this file must be transmitted to the SESA manually. 


e.
If requested and not provided through other means, the system must automatically generate receipts (at least annually) for individuals who request a receipt for the support paid through UCI.


Recommended Data Elements:
*
Amount of Support Ordered


Amount of UCI Benefit


Amount of UCI Withholding

*
Court/Administrative Order Number

*
Date Document/Notice Sent


Date of Submittal


Date UC Benefits Terminate


*
Document/Notice Recipient

*
IV-D Case Number

*
Non-Custodial Parent Name

*
Non-Custodial Parent SSN


Receipt Requested (Yes/No)

*
Type of Document/Notice Sent


Voluntary or Legal Process Code
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OBJECTIVE:  The system must be capable of forwarding arrearage information to credit reporting agencies.


Related Program Statutes and Regulations:

42 USC 666 (a)(7)


45 CFR 307.10(b)(4), (7), (12) & (14)


System Certification Requirements:

a.
The system must be capable of automatically identifying cases that meet the State's criteria for providing arrearage information to the credit reporting agencies.


b.
The system must automatically generate a file (extract) of arrearage information for submission to credit reporting agencies. At a minimum, this information must include:



1.
The name of the non-custodial parent who owes the delinquency/arrearage; and



2.
The amount of the delinquency/arrearage.


c.
Prior to releasing the information, the system must automatically generate an advance notice to the non-custodial parent to inform him/her of:



1.
The proposed release of the information; and



2.
The methods available for contesting the accuracy of the information.


d.
The system must monitor whether the non-custodial parent responds to the advance notice, record the date the response is received, and automatically generate any further documentation required due to the response.


Recommended Data Elements:

Amount of Arrearage Referred

*
Date Advance Notice Sent

*
Date Advance Notice Expires

*
Date Document/Notice Sent


Date Information Response Received


Date Referred to Credit Bureau

*
Document/Notice to Recipient


Response to Advance Notice Received (Yes/No)

*
Result of Request to Contest

*
Type of Document/Notice
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OBJECTIVE:  The system must support enforcement through IRS full collection services when previous enforcement attempts have failed.


Related Program Statutes and Regulations:

42 USC 652 (b)


45 CFR 301.1


45 CFR 302.33


45 CFR 303.71


45 CFR 307.10(b)(4), (5), (7) & (14)


System Certification Requirements:  

a.
The system must automatically identify those cases in which:



1.
A court or administrative order for support has been issued;



2.
The amount to be collected under the support order is at least $750 in arrears;



3.
At least six months has elapsed since the last request for referral to the Secretary of the Treasury;



4.
The State requesting the referral has an assignment of support rights under 45 CFR §301.1, or an application or referral under 45 CFR §302.33; and



5.
Reasonable efforts to collect support through the State's own collection mechanisms have been made by the IV-D agency, client, or client's representative.


b.
The system must maintain information necessary to submit a request for IRS full collection services, including:  



1.
The non-custodial parent's name, Social Security Number, address, and place of employment;



2.
Amount owed under support orders;



3.
Amounts previously referred to IRS for collection;



4.
Dates of previous referrals to IRS for collection;



5.
Previous enforcement actions taken in the case and the reasons for failure;



6.
Information about the non-custodial parent's income and assets, including their nature and location if known;



7.
Source of information; and



8.
Date information was verified.


c.
The system must support the notification of the appropriate ACF Regional Office of changes to the amount of support due, the nature or location of assets, or address of the debtor.


Recommended Data Elements:
*
Amount of Arrearage Certified

*
Amount of Arrearage

*
Amount(s) Previously Referred to IRS for Collection

*
Assignment of Rights (Yes/No)

*
Court/Administrative Order Number

*
Date Information Verified


Date of Previous Referral(s) to IRS for Collection

*
Information Source

*
Location of Asset


*
Non-Custodial Parent Employer

*
Non-Custodial Parent Employer Address

*
Non-Custodial Parent Income

*
Non-Custodial Parent Mailing Address

*
Non-Custodial Parent Name

*
Non-Custodial Parent SSN


Previous Enforcement Action(s) Taken


Reason(s) Enforcement Action(s) Failed

*
Type of Asset

*
Type of Enforcement Action Taken
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OBJECTIVE:  In cases where previous enforcement attempts have failed, the system must periodically re-initiate enforcement actions.


Related Program Statutes and Regulations:

45 CFR 303.6(c)(4)


45 CFR 307.10(b)(1), (2), (4), (12) & (14)


System Certification Requirements:  

a.
The system must automatically track dates/time periods and take required actions to re-initiate enforcement actions where previously actions were unsuccessful. 


Recommended Data Elements:
*
Date Enforcement Action Taken


Date of Next Enforcement Action

*
Reason Last Enforcement Action Failed

*
Type of Enforcement Action Taken

E-10
OBJECTIVE:  The system must support the enforcement of spousal support.


Related Program Statutes and Regulations:

42 USC 654 (4)(B)(ii)


45 CFR 302.31(a)(2)


45 CFR 307.10(b)(4), (7), (12) & (14)


System Certification Requirements:

a.
The system must record and monitor spousal support obligations when:



1.
A spousal support order has been established;



2.
The spouse or former spouse is living with the child(ren); and



3.
The support order established for the child(ren) is being enforced under the IV-D State plan.


b.
The system must initiate necessary enforcement actions when a delinquency is identified.


Recommended Data Elements:
*
Amount of Arrearage

*
Amount of Support Ordered

*
Type of Arrearage

*
Type of Support Ordered

E-11
OBJECTIVE:  The system must automatically monitor compliance with and support the enforcement of medical insurance provisions contained within support orders.


Related Program Statutes and Regulations:

42 USC 654 (4)(A)(i)(III)


45 CFR 303.31


45 CFR 307.10(b)(4), (7), (12), (13) & (14)


System Certification Requirements:

a. 
The system must electronically interface with the State Title XIX system to automatically exchange information required to enforce medical support provisions of the order.


b.
The system must automatically generate documents needed to enforce medical support provisions.

c.
The system must alert the caseworker when information required to fulfill a medical support order has not been received, and must automatically generate required documents to secure the information.


d.
The system must automatically monitor employer and non-custodial parent compliance with ordered medical support provisions and prompt needed caseworker action when there is a failure to comply with such orders.


e.
The system must periodically exchange data electronically with the State Title XIX agency to determine if there have been lapses in health insurance coverage.

f. The system must, at least once, request employers and other groups offering health insurance coverage to notify the IV-D agency of changes and/or lapses in health insurance coverage.
Note: The medical support provisions included in the Child Support Performance and Incentives Act of 1998 are not yet final and therefore are not PRWORA certification requirements. 

Recommended Data Elements:


*
Date Document/Notice Sent

*
Date Title XIX Agency Notified

*
Date Medical Coverage Lapsed


Date Notice of Noncompliance Sent to Employer


Date Notice of Noncompliance Sent to Non-Custodial Parent Document/Notice Recipient


Document Type

*
IV-D Case Number

*
Medical Coverage Indicator (Yes/No)

*
Medical Support (Yes/No)

· Non-Custodial Parent Employer Address
· 
Non-Custodial Parent Employer

*
Non-Custodial Parent Mailing Address

*
Non-Custodial Parent Medical Insurance Policy Number

*
Non-Custodial Parent Medical Insurance Carrier

*
Non-Custodial Parent Medical Insurance Carrier Address

*
Non-Custodial Parent Name


*
Non-Custodial Parent SSN

*
Type of Document/Notice Sent

*
Type of Support Ordered

E-12
OBJECTIVE: This section reserved for administrative enforcement interstate (AEI).  

Note: Since AEI was amended by the Child Support Performance and Incentives Act of 1998, it will not be a PRWORA certification requirement and functional objectives will not be issued until after a pilot project has been completed and evaluated. 

E-13
OBJECTIVE:  The system must support procedures under which the State has (and uses in appropriate cases) authority to withhold or suspend, or to restrict the use of driver's licenses, professional and occupational licenses, and recreational and sporting licenses of individuals owing overdue support or failing, after receiving appropriate notice, to comply with subpoenas or warrants relating to paternity or child support proceedings.


Related Program Statutes and Regulations:

42 USC 666 (a)(16)


System Certification Requirements:

a.
The system must periodically identify individuals who meet the State's license suspension criteria and automatically produce initial notices to individuals selected.


b.
The system must automatically produce all other documents to support license suspension, or prompt the caseworker to take actions through the system.


c. 
The system must match licensed individuals with those owing arrearages.


d. 
The system must send appropriate notice to such individuals.


E-14
OBJECTIVE:  The system must support the State's procedures for passport denial.


Related Program Statutes and Regulations:

42 USC 652 (k)


System Certification Requirements:

a.
The system must identify individuals who owe $5,000 in arrearage.

b. The system must generate notices to such individuals of determination and provide opportunity to contest. 
E-15
OBJECTIVE:  The CSES or an alternative system must support procedures under which the State conducts data matches with financial institutions (FIDM), using automated data exchanges to the maximum extent feasible.


Related Program Statutes and Regulations:


42 USC 666 (a)(17)


Financial Data Match Specifications Handbook (OCSE DC-98-69)

Note:
The State has the option of using an alternative system to conduct FIDM. If the State uses an alternative system, the State, vendor, or other governmental entity may operate it.


System Certifications Requirements:

a.
The CSES or alternative system must, using standard FIDM formats, have the capability to:
1. Produce an electronic file of delinquent obligors (in the standard FIDM Inquiry File format
) to be transmitted to financial institutions (FI) electing Method Two (Matched Accounts Method);

Note:   If the FIDM processing will be done on an alternative system, then the CSES must be capable of transmitting an electronic file of delinquent obligors to that alternative system.

2. Accept files (in the standard FIDM Account File format) from FIs electing Method One (All Accounts Method);

3. Perform matches for FIs electing Method One (All Accounts Method);

4. Accept matched files (in the standard FIDM Match File format) received from FIs electing Method Two (Matched Accounts Method) and from Multi-State FIDM (MS-FIDM); and

5. Identify (flag) delinquent obligors for the MS-FIDM process on the Administrative Offset file.

.
b.
The CSES or the alternative system must automatically update the case record when a match occurs to include, at a minimum, the financial institution and the record address of the non-custodial parent.


c.
The CSES or the alternative system must have the capability to produce a hard copy report (or form such as a subpoena) for use with those financial institutions not participating in an automated match.


d.
The CSES or the alternative system must automatically produce all documents necessary to attach an asset held by a financial institution or, at a minimum, prompt the caseworker to take the action.
E-16
OBJECTIVE:  The system must support administrative offset.


Related Program Statutes and Regulations:

42 USC 652 (b)

45 CFR 303.72(e)(1)

P.L. 104-134 Debt Collection Improvement Act of 1996

Executive Order 13019

OCSE -AT-98-17


System Certification Requirements:

a.
If the State chooses to participate in the administrative offset program, the system must: 



1.
Automatically identify cases where the amount of support owed is not less 




than $25.00; and 



2.
The support has been delinquent for 30 days or longer;



3.
The system must automatically generate required notices and documents including an advance notice to the non-custodial parent that his/her past-due support will be referred to the IRS for collection that includes the information contained in 45 CFR 303.72(e)(1).  If the State chooses, it can request that the notice be sent by OCSE;



4.
The system must electronically transmit administrative offset requests via Connect:Direct with the Federal Tax offset requests. The required data elements include: the name, SSN of the individual who owes the past-due support; the amount of past-due support certified as owed, the State’s FIPS; the case indicator type, 



5.
And any other information prescribed by ACF in instructions that are issued periodically in the form of an Action Transmittal. (i.e. OCSE AT-98-17) 

F.
FINANCIAL MANAGEMENT

F-1

OBJECTIVE:  With the exception of those cases with income withholding in force, the system must automatically bill cases with obligations.


Related Program Statutes and Regulations:

42 USC 654 (b)


45 CFR 307.10(b)(1) & (5)


System Certification Requirements:

a.
The system must automatically generate billing notices to non-custodial parents, including a statement of account containing the correct amount of current and past due support, and appropriate notices to clients.


b.
The system-generated bill must support varied payment/collection cycles, e.g., weekly, semi-monthly, etc.


c.
The system must provide for supervisory-authorized billing suppression and adjustments.


d.
The system-generated bill must provide for payment identification, e.g., return stubs or coupons supporting various payment frequencies.


Note:
States may include other non-custodial parent notices with the bills.  In addition, billing statements may include system-generated or caseworker-defined narrative notices/comments to non-custodial parents regarding upcoming or recently completed case actions and events, or other useful program information of benefit to the non-custodial parent.  If the State Disbursement Unit is outside of the statewide CSE system, the SDU may automatically generate billing notices for IV-D cases if information from the system is used and all of the requirements under this objective are met.  If the State elects this option, OCSE will review the SDU billing functionality for IV-D cases.

Recommended Data Elements:  
*
Amount Currently Due

*
Amount of Arrearage


Billing Flag (indicates that a bill should be sent 
             to the non-custodial parent)


Billing Frequency (e.g., weekly, monthly)


Billing Status (current, delinquent, enforcement)

*
Date Payment Due 

*
IV-D Case Number

*
IV-D Participant Number


Payment Due Date(s)

*
Supervisor Code

*
Type of Arrearage

*
Variable Narrative Message

F-2

OBJECTIVE:  The system must automatically process all payments received.


Related Program Statutes and Regulations:
42 USC 654B (b) & (c)


45 CFR 302.32


45 CFR 302.33(c) & (d)


45 CFR 302.51


45 CFR 302.52



45 CFR 303.5(e)


45 CFR 303.72((h) & (i)


45 CFR 303.102(f) & (g)


45 CFR 307.10(b)(5), (7), (8), & (14)

System Certification Requirements:

a.
The system must accept and uniquely identify all payments.


b.
The system must provide financial controls for balancing and posting all payment transactions.


c.
The system must generate documents required to support the deposit of payments/collections to financial institutions in accordance with written procedures.


d.
The system must be capable of adjusting, with supervisory approval, previously processed payments.


e.
The system must accept and process unidentified and/or suspended payments in accordance with State written procedures and must support the identification of such payments.


f.
For each case, the system must maintain a payment history containing the following information on each payment:  amount of the payment; date of collection; method of payment; date initially received in the State; and date of disbursement.


g.
The system must automatically record the receipt of fees including interest or late payment penalties and fees and the recovery of costs in the automated case record and in the State's accounting subsystem, whether or not the State practices cost recovery or imposes fees. (When fees are waived/paid by the State, a notation must be made in the automated case record reflecting the payment of the fee by the State.)


h.
The system must record and track collections associated with a posted bond.


i.
The system must separately record and maintain charges and payments associated with the payment of fees for FPLS.

j. The system must separately record charges and payments associated with the payment of fees for the costs of genetic tests.  A notation in the financial portion of the automated case record must indicate that a judgment has been obtained.  Once the judgment is paid in full, another notation must indicate that payment has been made.

k.
In States that place the responsibility for direct payment recovery with the IV-A agency, the system must allow adjustments to credit the non-custodial parent account for the amount of support recovered through the IV-A recovery method. 



In States that place the responsibility for direct payment recovery with the IV-D agency, the system must support recovery by:  



1.
Documenting the dates and amounts of direct payments made to a IV-A recipient;



2.
Generating advance notice to the IV-A recipient of the IV-D agency's intent to recover payments through repayment agreement; and



3.
Receiving, identifying, and totaling repayments from recipients.

l.
The system shall within 2 business days after receipt from employer or other source of 



periodic income, distribute all payments if sufficient information identifying the payee 



is provided.


m.
The system shall record and maintain charges associated with interest or late payment 



penalties and fees.

Note: If the State has established an SDU outside of the State child support system, OCSE will review the system requirements at paragraphs F-2(a) through (j) during the PRWORA review at the SDU to ensure that these requirements are being met.  The system requirements at paragraph (m) will be review both on the system and at the SDU.  


Recommended Data Elements:

Adjustment Clerk Code

*
Adjustment/Non-Adjustment Reason Code


Amount of Adjustment

*
Amount of Direct Payment

*
Amount of Fee (or Charge)

Amount of Judgment

*
Amount of Payment/Collection


Check Number


Control/Batch Number

*
Date Document/Notice Sent


Date Judgment Fulfilled


Date of Adjustment

*
Date of Direct Payment

*
Date of Initial Receipt


Date of Judgment


*
Date of Payment/Collection

*
Document/Notice Recipient


Payment Entry Clerk/Location.


Payment Identification Number


Payment Method (e.g., cash, check, EFT)

*
Payment Source (e.g., non-custodial parent, non‑custodial parent's employer, SESA, State or Federal tax refund offset agency)

*
Supervisor Code

*
Type of Document/Notice Sent

*
Type of Fee (or Charge)

Type of Judgment


Type of Payment (e.g. fee, collection, cost recovery, or recovery of direct payment)

F-3

OBJECTIVE:  The system must support the acceptance and disbursement of payments using electronic funds transfer (EFT) /Electronic Data Interchange (EDI)

Related Program Statutes and Regulations:

42 USC 654B (b)


45 CFR 307.10(b)(5) & (14)


System Certification Requirements:

a.
The system must be capable of processing EFT/EDI transactions from employers who choose to submit income withholdings electronically.

b.
The system must be capable of processing EFT/EDI transactions from States which choose to transmit interstate collections electronically. 


c.
The system must be capable of transmitting interstate collections to other States using EFT/EDI technology.


d.
EFT/EDI procedures and formats must conform with the requirements defined by the 



National Automated Clearinghouse Association (NACHA).



1.
The system must be capable of accepting income withholdings and interstate child support collections transmitted in both the CCD+ and CTX NACHA payment formats;



2.
The system must be capable of processing income withholdings and interstate child support collections and corresponding remittance data transmitted using the NACHA-endorsed EFT/EDI standard format for child support collections (the Child Support Application Banking Convention);



3.
The system must be capable for transmitting interstate child support collections to other States in both the CCD+ and CTX NACHA payment formats; and



4.
The system must be capable of transmitting interstate child support collections and corresponding remittance data transmitted using the NACHA-endorsed EFT/EDI standard format for child support collections (the Child Support Application).


Recommended Data Elements:
*
Application Identifier

*
Amount of Payment/Collection
*
Case Identifier ( IV-D case number or court order number)
*
Date of Payment/Collection

*
FIPS Code

*
Medical Support Indicator
*
Non-Custodial Parent SSN

*
Non-Custodial Parent Name

*
Termination of Employment Indicator

F-4

OBJECTIVE:  The system's accounting process must be uniform statewide, accept and maintain all financial information, and perform all calculations relevant to the IV-D program. 


Related Program Statutes and Regulations:

42 USC 654A (b)(1)


45 CFR 302.15(a)


45 CFR 302.33(d)


45 CFR 303.7(d)(2)


45 CFR 303.52(a)


45 CFR 303.80


45 CFR 304.12(b)


45 CFR 304.20 

45 CFR 304.21


45 CFR 307.10(b)(3), (4), (6)-(8) & (14)


System Certification Requirements:

a.
The system must maintain an audit trail for all transactions.


b.
The system must distribute all support collections. 


c.
When appropriate, the system must calculate Federal, State, and local collection shares.


d.
The system, or an auxiliary financial system, must provide documentation needed to obtain and verify claims for Federal financial participation (FFP) and to facilitate the payment, receipt, and distribution of incentive payments by:  



1.
Maintaining data on collections and administrative costs;



2.
Maintaining information on the receipt of incentive payments;



3.
Maintaining data on the efficiency and effectiveness of political subdivisions' operations;



4.
Performing calculations needed to determine Title IV-D's share of administrative costs;



5.
Performing incentive calculations using the State's methodology for passing through incentives to political subdivisions; and



6.
Distributing and maintaining information on incentive payments to political subdivisions.


e.
The system, or an auxiliary financial management system, must maintain data on the costs of genetic testing and information on attempts to obtain reimbursement of such costs.


f.
The system must calculate and maintain arrearage information.


g.
The system must calculate and maintain information on unreimbursed public assistance.


h.
The system must calculate and/or record in the case record fees for:



1.
Genetic testing,


2.
Court costs,


3.
Applications,


4.
Locate work,


5.
Non-IV-A Federal and State tax refund intercept,


6.
Wage withholding,


7.
FPLS,



8.
Non-IV-A FPLS locate only,



9.
IRS Full Collection, and


10.
Other fees.

i.
If the State chooses to recover costs, the system or an auxiliary financial management system must support cost recovery by:  



1.
Calculating the amount of costs to be recovered based on the amount of actual costs or the State's standard costs;



2.
Producing notices to the affected individual unless the necessary information is provided in some other way (i.e., as part of the application for IV-D services; or information provided to IV-A recipients regarding IV-D services); and



3.
Receiving, identifying, and totaling recovered costs.


Recommended Data Elements:
*
Amount of Arrearage

*
Amount of Direct Payment


Amount of Federal Incentive

*
Amount of Fee

*
Amount of Payment/Collection


Amount Paid to Each Political Subdivision


*
Date Document/Notice Sent

*
Date of Direct Payment

*
Document/Notice Recipient

*
Type of arrearage

*
Type of Document/Notice Sent

*
Type of Fee

F-5

OBJECTIVE:  The system must distribute collections in accordance with OCSE‑AT‑97‑17, OCSE-AT-98-24 and any applicable guidance as provided in Action Transmittals.

Related Program Statutes and Regulations: 


42 USE 654B


45 CFR 302.32


45 CFR 302.51


45 CFR 302.52(b) & (c)


45 CFR 303.7(c)(7)(iv)


45 CFR 303.72(h)


45 CFR 303.102(g)


45 CFR 307.10(b)(5), (7) & (15)


OCSE-AT-97-17 dated October 21, 1997

OCSE AT-98-24 dated August 19, 1998

System Certification Requirements:

a.
If costs/fees are imposed on the non-custodial parent, the system must ensure that the monthly support obligation and any arrearage is satisfied prior to retaining the cost/fee. If costs/fees are being imposed on the custodial parent, the system must deduct the costs/fees from support collected on behalf of the family.  In either case, the non-custodial parent's account must be credited for the full amount of the support collection.  In an interstate case, both the initiating and responding State must meet this requirement.

b.
Each time distribution and disbursement takes place, the system must record the amount, date of distribution, date of disbursement, and the recipient (family, IV-E agency, IV-A agency, Title XIX agency, taxpayer whose refund was offset, another State).


c.
In interstate cases, the responding State's financial subsystem must provide for disbursement to the initiating State within 2 business days of receipt.  Both the responding and initiating States' systems must be capable of handling such disbursement using electronic funds transfer/electronic data interchange (EFT/EDI).  All transfers must be recorded in or linked to the automated client record.  Data to the initiating State must include:  identifying case numbers; payment amount; date of collection or indication that payments were made through State income tax refund offset; non-custodial parent's name and Social Security Number; medical support indicator; and the responding State's FIPS code or Worldwide Geographic Location Code.


d.
The system must recompute the distribution of all collections, when payments are made in the month when due but are received in a later month by the IV-D agency responsible for final distribution, interstate collections are received in a later month, or information is received on unidentified payments in a later month.  If, however, the State has a State Disbursement Unit which meets all Federal requirements for both IV-D and non-IV-D cases, the State may use the date of receipt as the date of collection for collections made through wage withholding.

Recommended Data Elements:

Amount Disbursed to the IV-E Agency


Amount Disbursed to the IV-A Agency


Amount Disbursed to the Title XIX Agency

*
Amount Disbursed to Family


Amount Held as Future

*
Amount of  IV-A Grant

*
Amount of Arrearage

*
Amount of Arrearage Certified


Amount of Collection Used to Redetermine Eligibility

*
Amount of Federal Tax Refund Offset Collected

*
Amount of IV-E Payment

*
Amount of Pass-Through

*
Amount of Payment/Collection

*
Amount of State Tax Refund Offset Collected

*
Amount of Support Ordered

*
Amount of Title XIX Payment


Amount of Unreimbursed Assistance


Amount of Unreimbursed Foster Care Payments


Amount Returned to Taxpayer

*
Date Appeal Filing Lapses


Date Disbursed to IV-E Agency


Date Disbursed to Title XIX Agency


Date Disbursed to IV-A Agency

*
Date Disbursed to Family

*
Date Federal Tax Refund Offset  Received


Date Federal Tax Refund Offset Disbursed 

*
Date Notified of Joint Tax Return

*
Date of Initial Receipt

*
Date of Payment/Collection

*
Date of Result/Resolution


*
Date Payment Sent to Initiating State

*
Date State Tax Refund Offset Disbursed 

*
IV-A Case Number

*
IV-E Case Number

*
Joint Tax Return (Yes/No)

*
Title XIX Case Number

*
Type of Arrearage

F-6

OBJECTIVE:  The system must generate notices, to IV-A and former IV-A recipients continuing to receive IV-D services, about the amount of support collections and must notify the IV-A agency about collections for IV-A recipients.


Related Program Statutes and Regulations:

45 CFR 302.32(b)


45 CFR 302.54


45 CFR 307.10(b)(7) & (14)


System Certification Requirements:

a.
When a collection is received, the financial subsystem must automatically produce a monthly notice of assigned support collections for IV-A and former IV-A custodial parents who continue to receive IV-D services and have outstanding arrearages that have been assigned to the State.  The monthly notice must separately list payments collected from each non-custodial parent, if appropriate, and must indicate the amount of current support, the amount of arrearage collected, and the amount of support collected which was disbursed to the family.


Note:
If the State has been granted a waiver under the provisions of 45 CFR §302.54(c), the notice must be generated on a quarterly basis.  

b.
Using the IV-A/IV-D automated interface, the IV-D agency must provide the IV-A agency information on the amount of monthly support collections received for each IV‑A case.  The information must be provided within 10 working days of the end of the month in which those collections were received by the IV-D agency responsible for final distribution.  The information must include the amount, case number, and date of collection for each payment.  For purposes of tracking the 10-day timeframe, a data element in the IV-D system must record the date the IV-D agency gives the required information to the IV-A agency. 


Recommended Data Elements:
*
Amount Disbursed to Family

*
Amount of Arrearage

*
Amount of Payment/Collection


Amount of Support Paid By Each Non-Custodial Parent

*
Assignment of Rights (Yes/No)

*
Date of Payment/Collection


Date Payment/Collection Information Provide to IV-A

*
IV-A Case Number

*
IV-D Case Number

G.
REPORTING

G-1

OBJECTIVE:  The system must maintain information required to prepare Federal reports.


Related Program Statutes and Regulations:
42 USC 652 (a)(5) & (10)
42 USC 654 (15), (24) & (30)
42 USC 654A (c)(1)
45 CFR 307.10(b)(3)
Dear Colleague 97-80

OCSE Action Transmittal 98-28 (September 29, 1998)

OCSE Action Transmittal 99-15 (December 22, 1999)

System Certification Requirements:

a.
The system or the State's accounts management system must maintain all information required to complete the OCSE-157 report.

b.
The system must maintain all information required to complete the OCSE- 34A report.

c. 
The system or the State's accounts management system must maintain all information required to complete the OCSE-396A report.

d.
The system or the State's accounts management system must maintain all information necessary to complete other reports defined as necessary, and for which instructions have been issued, by OCSE to complete its Annual Report to Congress.


Note:  The system must use revised federal data definitions and may include additional data elements.  Refer to OCSE Action Transmittal 98-20 for detailed information.
G-2

OBJECTIVE:  The system must provide an automated daily on-line report/worklist to each caseworker to assist in case management and processing.


Related Program Statutes and Regulations:

45 CFR 307.10 (b)(12)

System Certification Requirements:

a.
The system must automatically generate operational reports at the caseworker and unit level to facilitate their day-to-day work.  As determined necessary by the IV‑D agency, the on-line report/worklist must provide the following types of information:



1.
Cases needing review per prioritization or case aging (e.g., program standards and timeframes) criteria;



2.
Any required follow-up case reviews and/or actions triggered manually by the caseworker, unit or jurisdiction, or automatically by the system;



3.
Cases to be automatically acted on by the system, e.g., wage withholding cases, which may require caseworker review and/or action; and


4.
Cases newly assigned that require caseworker review and/or action.


Note:  All triggered caseworker review and action requirements on the automated daily on-line report/worklist should include some form of case aging indicator, relative to applicable Federal and State IV-D program standards and timeframes. 

G-3

OBJECTIVE:  The system must generate reports required to ensure and maintain the accuracy of data and to summarize accounting activities.


Related Program Statutes and Regulations:

42 USC 654A (c)(2)


45 CFR 307.10 (b)(2 - 4), (7) & (8)


System Certification Requirements:

a.
The system must ensure the validity of data entered into the system and generate error/edit reports.

b. The system must:



1.
Maintain the requisite data on State performance with respect to paternity establishment and child support enforcement in the State to calculate the paternity establishment percentage for the State for each fiscal year; and



2.
Have in place system controls to ensure the completeness and reliability of, and ready access to, the paternity establishment data and calculations of paternity establishment percentage. 

c
The system must, at a minimum, automatically generate reports pertaining to the following financial activities:

1. Collections,

2. Escrowed collectibles,

3. Adjustments,

4. Fees collected,

5. Future and arrearage payments,
6. Interstate collections,

7. Checks and check registers,

8. Summary of distribution of child support,

9. Summary of receipts by collecting agency, and

10. Interest collected.

G-4

OBJECTIVE:  The system must provide management reports for monitoring and evaluating both employee, office/unit and program performance.


Related Program Statutes and Regulations:

45 CFR 307.10 (b)(12)

System Certification Requirements:

a.
The system must automatically generate workload management reports that provide information to an employee, office/unit, and program level on:



1.
Backlog identification,



2.
Workload allocation, and



3.
Caseload tracking and aging.


b.
The system must automatically generate employee and office/unit performance reports that provide information on:



1.
Caseload statistics (e.g., age of cases, breakdown by category including interstate, and status),



2.
Collections,



3.
Obligations, 



4.
Cases for which orders could not be established or enforced (indicating the numbers and reasons for failures), and



5.
Employee activity and accomplishments.


c.
The system must have a reporting capability to provide management the flexibility to obtain information on an as-needed basis and to satisfy new information needs.

G-5

OBJECTIVE:  The system must support the expeditious review and analysis of all data that is maintained, generated, and reported by the system.  


Related Program Statutes and Regulations:

45 CFR 307.10(b)(16)


System Certification Requirements:

a.
All program, financial, statistical, and other data maintained by the system must be readily accessible to auditors.


Note:
To minimize the amount of time OCSE's audit staff must spend on-site at State offices, the system should provide for dial-up, “ read-only” access.


b.
The system must maintain an automated case history of all case processing activities to enable the IV-D agency to monitor State operations and enable OCSE auditors to assess program performance, including a State's ability to meet program standards.  This capability must allow for the retention and review of all case actions and activities that occur in or are processed by the system.


c.
The system must generate an automated case history for each case that includes all actions taken, the dates of actions, and, if appropriate, the results of these actions.


d.
The system must maintain a complete and accurate case history file on-line. However, after one year, the State may move historical information off-line, as long as it is maintained in an easily accessible, automated manner for program and audit purposes.
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H.
SECURITY AND PRIVACY

H-1

OBJECTIVE:  The State must have policies and procedures to evaluate the system for risk on a periodic basis.  The State agency shall have in effect safeguards on the integrity, accuracy, and completeness of, access to, and use of data in the automated system required by this section, which shall include the following (in addition to such other safeguards as the Secretary may specify in regulations).  The State agency shall have written policies, concerning access to data by State agency personnel and sharing of data with other persons, which permit access to and use of data only to the extent necessary to carry out the State program under this part; and specify the data which may be used for particular program purposes, and the personnel permitted access to such data.


Related Program Statutes and Regulations:

42 USC 654A (d)


45 CFR 95.621 (f)


45 CFR 307.10(b)(11)


System Certification Requirements:

a.
Responsibility for conducting periodic risk analysis must be formally assigned.


b.
The risk analysis must measure the system's vulnerability to fraud or theft, loss of data, physical destruction, unauthorized access, intrusion, and harm to agency activities.


c.
A specific timetable for conducting a risk analysis must be established.  The plan must ensure that special evaluations are performed whenever a significant change to the system's physical security, hardware, or operating system software occurs.

H-2

OBJECTIVE:  The system must be protected against unauthorized access to computer resources and data in order to reduce erroneous or fraudulent activities and protect the privacy rights of individuals against unauthorized disclosure of confidential information.


Related Program Statutes and Regulations:

45 CFR 307.10(b)(11)


42 USC 654 (26)


42 USC 654A (d)


System Certification Requirements:

a.
System, terminal, and password identifications must be controlled, randomly selected, and must uniquely identify the system user.



b.
Password security must extend to the functional screen level and limit the user's capability to view and/or update those screens.


c.
The system must automatically require the system user to change passwords periodically.


d.
The system must provide security levels for access to records and files and utilize automatic sign-off techniques.


e.
Procedures for system and terminal user identification assignment, maintenance, and cancellation must be in place.



1.
Delegation and maintenance of the password system must be limited to a select number of people; and



2.
A mechanism must be in place to quickly notify those responsible when there are personnel changes.


f.
The system must detect, record, and lock out unauthorized attempts to gain access to system software and data.


g.
Access to negotiable or sensitive forms must be restricted.


h.
IRS data acquired by the system must be protected from unauthorized inquiries and must be kept in a separate data file if necessary to ensure its security.


i.
For security purposes, the system must be capable of maintaining information on all changes to critical records and/or data fields (e.g., Arrearage Balance, Monthly Court-Ordered Support Amounts, SSN, Name, Family Violence Indicator,  etc.) including identification of the responsible system user/caseworker and date/time of the change.


j.
The system must be capable of routinely monitoring the access to use of the automated system.

k. 
The system must prevent disclosure of information on persons designated as subject to family violence. 

H-3

OBJECTIVE:  The State must have procedures in place for the retrieval, maintenance, and control of the application software.


Related Program Statutes and Regulations:

45 CFR 95.621 (f)


45 CFR 307.10(b)(11)


System Certification Requirements:

a.
Change control procedures must be established to verify and validate changes to master files and application software.


b.
Change control procedures must ensure that only authorized changes are made to the application software and that these changes are fully tested, approved, and migrated into production in a controlled manner, and documented to provide an audit trail of all system maintenance.


c.
Application software development must also include recovery and re-start capabilities for events such as operator errors, data errors and/or hardware/software failures.


d.
All testing of programs must be accomplished using test data as opposed to "live (production) data".

Note:
The use of "live (production) data" in a test environment is acceptable, and encouraged.

e.
An audit trail of all operating system actions must be maintained either on the automatic console log or on the computer system's job accounting file.


f.
The system must provide complete and accurate internal audit trails of all financial management activities, e.g. billing, receipting and distribution, and support order changes.


g.
Access to system utility programs must be limited to necessary individuals with specific designation.

H-4

OBJECTIVE:  The State must have procedures in place for the retrieval, maintenance, and control of program data.


Related Program Statutes and Regulations:

42 USC 654A (d)


5 CFR 307.10 (b)(11)

System Certification Requirements:

a.
All changes to master files must be authorized and initiated by persons independent of the data processing function.


b.
Override capability or bypassing of data validation on editing problems must be restricted to supervisory personnel.


c.
All system-generated overrides must be automatically logged by the application so that actions can be analyzed for appropriateness and correctness.


d.
The system must generate record counts to validate the completeness of data processed.


e.
All rejected data must be automatically written to a suspense file and a record count made.

H-5

OBJECTIVE:  The system hardware, software, documentation, and communications must be protected and back-ups must be available.  


Related Program Statutes and Regulations:

45 CFR 307.10(b)(11)


42 USC 654A (d)


System Certification Requirements:

a.
The State must have an approved disaster recovery plan which provides detailed actions to be taken in the event of a natural disaster (fire, water damage, etc.) or a disaster resulting from negligence, sabotage, mob action, etc.  The disaster recovery plan should at a minimum include:



1.
Documentation of approved backup arrangements;



2.
Formal agreement of all parties;



3.
An established processing priority system;



4.
Arrangements for use of a back-up facility; and



5.
Periodic testing of the backup procedures/facility.




b.
The State must maintain a listing of retention periods for all application and operating system files and program versions.


c.
At a minimum the State must retain, in a form retrievable through automated system recovery and restore procedures, a 3-year automated history of the database off-site.


d.
The system must have, or be supported by, an automated recovery and restore capability in case of system malfunction or failure.


e.
The State must conduct routine, periodic backups of all child support system data files, application programs, and documentation.


f.
The State must store duplicate sets of files, programs, documentation, etc., off-site in secure waterproof and fireproof facilities.

H-6

OBJECTIVE:  The system must be capable of processing data related to calendar year 2000.


Related Program Statutes and Regulations:


45 CFR 307.15 (b)(10)


System Certification Requirements:


a.
All information technology hardware, software, and firmware product utilized by the statewide automated child support enforcement system shall be able to accurately process date/time data (including, but not limited to, calculating, comparing, and sequencing) from, into, and between the twentieth and twenty‑first centuries, and the years 1999 and 2000 and leap year calculations to the extent that other information technology, used in combination with the information technology being acquired, properly exchanges date/time data with it. 

APPENDIX A:   CS PROGRAM and AUTOMATED SYSTEM GUIDANCE DOCUMENTS

� Does not apply to States who receive a waiver for an alternative system configuration. 


House Report 105-422.


� As specified in the Financial Data Match Specifications Handbook (DC-98-69).





